


Revolutionary new PAGE GAGE ee the dee pr 
c ott of page-end typing! 


sf, | am @ PAGE GAGE WARNS TYPIST when 
m she is 244” from the end 
of the page. Tells and 
keeps telling how much 
space is left as she types 
to the end. 


This PAGE GAGE makes 
every other typewriter 
old-fashioned! Saves time, 
stationery and retyping. 
Many other Luxury Typing 
features that save time, save 
money, save work. 


Ask for a complete 
ow« Gemonstration of all 
— the time-saving 

Smith-Corona fea- 

tures. Call branch 

office or dealer 
listed in your ‘phone 
book. 


L © SMITH & CORONA TYPEWRITERS INC SYRACUSE 1 NY Canadian factory and offices, Toronto, Ontario. Makers 
also of famous Smith-Corona Portable Typewriters, Adding Machines, Vivid Duplicators, Ribbons and Carbons. 
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OFFICE MANAGERS; Save Time, Save Money With 


The Versatile Hammermill Line 
of Office Printing Papers 


HAMMERMILL 
MIMEO-BOND 
A most 


merica’s 

popular watermarked mimeo- 
graph paper. Produces 5,000 or 
more clean, legible copies from a 
single stencil. Absorbs mimeo- 
graph inks quickly, takes pen 
writing without feathering or 
striking through. In white and 
seven like-sided colors with 
matching envelopes of Hammer- 
mill Bond. 


HAMMERMILL 
DUPLICATOR 


Produces good 
copies on either spirit or gelatin- 
type machines. Using the ma- 
chine and Hammermill Duplica- 
tor, one girl can quickly turn out 
hundreds of clear, bright copies 
that retain their brilliancy. In 
white plus five handsome colors, 
with matching Hammermill Bond 
Envelopes. 





NEW 
HAMMERMILL 
TRANSLUCENT 
Developed for use 


by office operators of direct-print 
— ‘“Whiteprint” — machines. 
Made in a clean, pleasing white, 
it has a smooth, uniform surface 
for printing, typing, writing or 
drawing ... is ideally suited for 
preparing all types of whiteprint 
masters at moderate cost. 


poctcec---- 


The Masthead 4 Hammermill Paper Company 
REE! Kit of Ham- 14 [463 East Lake Road, Erie 6, Pa. 
mermill Pa- 


i] 
pers containing striking, practi- ' 
cal masthead specimens on Ham-— 4 
mermill Mimeo-Bond, Hammer- 1 
mill Duplicator and Hammermill 1 
Translucent, and a sample book 1 
of Whippet Mimeograph. Send ‘ 
for yours today. 1 

i 

' 
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Please send me the Hammermill Masthead Kit. 
Name . 


Position 


(Please attach to, or write on, your business 
letterhead) TO-MAY 


esa eee @ @ ewe ee ee ee ee ee ee ee ee ee oe oe oe oe oe oo 


WHIPPET 
MIMEOGRAPH 


This  unwater- 
marked sheet was developed by 
Hammermill to provide a paper 
that will constantly produce 
clear, sharp duplicating work at 
minimum cost. 

Available in ss 


white and six Ca 
; Lfha 


eye - pleasing 
colors. | : 





“Our VValionals save us over $20,000 a year... 


repay their cost every 6 months!’’ 


AMERICAN EXPORT LINES, INC., NEW YORK 


“Modernization with our National Accounting Machines 
enables us to prepare simultaneously the payroll journal, 
check register, earnings record, pay statement, and check and 
time sheet for the next period. We also write all quarterly 
Social Security reports and annual Withholding Tax state- 
ments on our Nationals. 

“If we used our former method, we'd need ten or twelve 
people to do our payroll work, which has increased about 
100%. But with our Nationals, three people do all the 
work! Nationals save us more than 


$20,000 a year, repaying their Of KN thew 


cost every 6 months.” 
Controller 
THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO 


4 


No matter what the size or type 
of business, Nationals do up to % 
of the work automatically, soon 
pay for themselves. (Operators 
are happier, too, because they ac- 
complish their work more easily.) 
Your nearby National representa- 
tive will gladly show how much 
you can save with Nationals. 


Walional 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 


Tue Orrice—May, 1953 





ae is aS 
Trademark Reg. U.S. Pat. Off. Founded 1935. 
Copyright 1953 Office Publications Co. All Rights Reserved. 


Vol, 37 MAY, 1953 


Stop Rewriting Good Letters Papen 

Office Work Sends CARE head All Over the World Sidney Feldman 
How to Read Proof . Leslie H. Matthies 
New Books 

34th Annual NOMA Conference and Equipment Exposition in Boston, May 24 to 28 

One Expert Doesn't Make a Form ...Charles O. Libbey 
New Office Building of Brown Shoe Co. in St. Louis 

The Internal Review as a Management Yardstick Robert Greenberg 
So You're Going to Lay Out an Office! .....R. K. Gad Jr. 
Can Handwriting Analysis Aid Personnel Selection? ... Dwight E. Saur 
A Pattern for Management Thinking _. William Bowman Worthington 
Accounting Machine Builds Good Will for Collection Agency . Alvin J. Steinberg 
Try Pricing Your Paperwork ieee vow ede gc elle Fe ANEMGD 
Office Management in Government: 

Machine Servicing Methods in Some Governmental Offices ie rican RRO 
Can You Keep a Secret? .. ; Frederick W. Myers Jr. 
Take a Telegram! .. ......William Hurd Hillyer 
Employees’ Abilities Can Be Improved; Not Their Personalities ...Melvin Thompson 








New Products .... ms 

News of the Office ... fe 

National Conference & Exhibit Calendar ........ 

How National Gypsum Does Offset Masters re 
Operatorless Elevators for Office ween ..Walker G, White 
News of the Industry 

As We See It . 





WILLIAM SCHULHOF, Publisher 
WILLIAM R. SCHULHOF, Editor JAMES GORMAN, Managing Editor 


THE OFFICE is published on the first of every mcnth by Office Publications Company, 270 Madison Avenue, 
New York 16, N. Y. Telephone: LExington 2-2245. Cables: Wilhof, New York.”’ 
Chicago Office: Civic Opera Building, 20 North Wacker Drive, Chicago 6, (Fred E. Zindler) ANdover 3-2668. 


Also publishers of the annual export editions: LA OFICINA and OFFICE EQUIPMENT EXPORTER. 


SUBSCRIPTION: One Year $2, Two Years, $3, to U.S., Possessions and Canada. 
To All Other Countries, One Year $3, Two Years $5. 


Member of Controlled Circulation Audit, Inc. 
and National Business Publications, Inc. 


CIRCULATION OF THIS ISSUE OVER 28,000 COPIES 


Tue Orrice—May, 1953 





OUNTLESS employees, especially in 
large organizations, are engaged in 
developing programs to save time 
and material by improving methods and 
procedures. Many effective programs 


Rewriting 
Good 
Letters 


AL AMES 


Methods Examiner, Arlington, Va. 





are put into operation, but one major 
area of wastefulness is generally by- 
passed. An astonishing amount of excel- 
lent material, ready for release, is 
checked, rewritten, retyped and _re- 
checked—perhaps several times. Those 
who review and sign material are in- 
clined to substitute pseudo-perfection 
for practicalness. 

Have you checked your wastebaskets 
recently? It would not be surprising 
if the larger part of the discarded ma- 
terial was prepared with the expectation 
that it would be signed, issued or re- 
leased. In large organizations, whether 
business or government, many letters 
which pass through different offices for 
approval probably were typed in the in- 
tended final stage at least a second time. 
Reams of good and even excellent letters, 
carefully typed with multiple carbons, 
are crumpled and tossed into wastebas- 
kets because those who write and those 
who review iind that certain little im- 
provements can be made. 

The person who composes a letter is 
reluctant to forward it for review and 
signature when he detects an improv- 
able point in the typed product. “If 
you'll retype it, making this change,” he 
tells his typist, “we'll probably save time 
in the end. It has to go out today and 
we don’t want it stopped and returned 
for something we can correct now.” 

A reviewer, on receiving what he sup- 
poses to be the original letter, is inclined 
to look for weaknesses which he may 
prefer to correct. The executive who 
signs a letter prepared for his signature 
may be doing so after rephrasing it to 
make it sound a little more as he would 
have written it—not realizing that his 
“improved” version will be perhaps the 
fifth retyping of what originally was 
quite suitable from the point of view 
of the addressee. 

Most of us, whether we are writers or 
reviewers, want the letters that go out of 
our office to be as perfect as we can 
make them. Originators and reviewers 
below the signature level don’t want to 
be labeled careless or sloppy, however 
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unwarranted. Everyone along the line 
fears that if letters with slight imperfee- 
tions are not rejected, the work turned 
out by typists and stenographers will 
deteriorate. 

This is not a plea for lowering the 
standards of correspondence. It is a sug- 
gestion that judgment of the adequate- 
ness of a letter, already prepared, be 
based on common sense rather than on 
perfection trivialities. Persons in high 
office may expect that letters addressed 
to them will be prepared as perfectly 
as possible. This article deals with 
day-to-day business in which correspon- 
dence is a means of communication 
rather than a display of grammatical 
and literary art which is expected to 
live for generations. Merchandise and 
services are sold on the “suitable for pur- 
pose” rule. A housewife, who accident- 
ally breaks the crust of a pie when 
taking it from the oven, does not dis- 
ecard the pie and bake another. She 
wouldn’t have the time and probably 
couldn’t afford to, you may say. That 
very point applies to the endless re- 
touching, retyping and reviewing of 
finished letters. 

The practical fellow realizes there 
is a point of diminishing returns. That’s 
the point where improved results are 
too minute to justify spending more 
time. Many of us are rushed in our 
daily work because we’re doing too much 
trifling and unnecessary work. Hundreds 
— probably thousands — of picayune 
points-of-argument lead to letter retyp- 
ing. The following paragraphs contain 
a few actual examples of such “errors” 
which were the sole reasons why letters 
containing them were retyped. 

Dorothy’s supervisor asked her to 
retype a letter which had already been 
prepared with the necessary carbon 
copies, because the word “Michigan” 
had been divided after “‘Michi-” at the 
end of a line. Her supervisor explained 
that proper nouns could not be divided 
and that the letter would have to be 
retyped. 

This is an example of the many types 
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of well-taught nonsense. Take a glance 
at your favorite book, magazine or news- 
paper and convince yourself in: ten 
seconds that proper nouns can and are 
divided at the end of a line. Word divi- 
sion was invented to get reasonably even 
right margins—not to trap typists. 

June had typed a letter without 
hyphenating the words “cooperate” 
and “coordinate.” Her supervisor asked 
her to retype the letter because he pre- 
fers hyphens and because the first ver- 
sion in the dictionary—and therefore 
probably the more acceptable—shows 
the words with hyphens. 

The second version of a word listed 
in a dictionary shows acceptable use, 
even though not by the majority. It is 
entirely possible that the addressee pre- 
fers the words to be spelled without 
hyphens. It is even more likely that 
neither spelling would gain the ad- 
dressee’s particular attention. 

One office prepared a letter which 
required clearance by several other 


offices before it could be released. One 
clearing office objected to the word 


“restate” having been hyphenated 
(re-state) and requested that the page 
containing this word be retyped. 

The typist should, of course, have 
consulted the dictionary. If the change 
had not been made, would the addressee 
have had to consult the dictionary to 
understand the thought expressed? Aside 
from this, it seems strange that even a 
good erasing job is not accepted in some 
offices. 

Marie had worked in an office where 
she had been required to type figures 
both spelled out and in numerals. Hav- 
ing learned this practice very well she 
typed the following in a letter dictated 
by her new supervisor: “. . . illustra- 
tions four (4) and five (5).” Her new 
supervisor was aware that the double 
treatment was highly desirable’ in 
negotiable instruments and certain le- 
gal documents. He also realized that it 
served no purpose in ordinary cor- 
respondence. He therefore asked that 
the letter be retyped without the nu- 





Better Letters 


THE HANOVER BANK ; . NEW “YORK 


Writing for Someone Else's Sicnature 





As you know if you've ever tried it, one of the most 
difficult jobs in the Bank is writing a letter for en officer's 
signature. 


In this situation there are three people to be pleased: 
the addressee, the officer, and the writer. Who has precedence? 


Since the officer takes the responsibility for the letter, 
it would seem that he is the man who has to be pleased. It must 
be taken for granted that he has the proper feeling for the reader 
and will be able to judge what kind of letter is needed to do the 
job. 


That leaves us only with the consideration of the writer 
and of hie relations to the signer, Inasmuch as all writing involves 
an expression of personality, it follows that the writer is ant to be 
sensitive about his style. On the other hand, the person who writes 
for an officer's signature must reconcile himself to the fact that 
just as he adapts his letter to his reader, so must he also adapt it 
to the signer. If he will regard this task not as an assault on 
hie individuality, but as a challenge to his art, he can still get 
a good deal of the personal pleasure that all good writing gives 
its creator. 


Nothing that has been said here, however, absolves the 
signer from showing his writer the same kind of deference the writer 
shows him, The signer ought to recognize that there is more than 
one way to write a good letter, and he should be willing to accept 
a letter for signature even if it isn't exactly as he'd write it, 


The important test for any letter is, "Will it do the 
job?" Petty differences about phrasing are not worth their cost 
in time, expense, and frustration. 











The Hanover Bank in New York had Prof. J. Harold Janis of New York University give the 

bank's letterwriters a 10-12 hour course in the bank's board room during working hours. There 

were 18 in each class and homework was assigned. Each person had one private conference 

with Prof. Janis. All who took the course, and others requesting them, now receive bi-weekly 
bulletins like the above example. 
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merals in parentheses. 

Marie’s supervisor was well-schooled 
in writing practices. His zeal for cor- 
rectness overshadowed his judgment, 
however. He was in a position to sign 
a letter which would have pleased Ma- 
rie’s former employer. Without realiz- 
ing, he was interested in pleasing him- 
self, not considering that addressees 
look for content rather than commas—- 
that most addressees would read through 
the sentence without noticing the con- 
struction. Marie retyped the letter with 
considerable emotion, especially because 
her supervisor couldn’t find proof for 
his theory. “How about doing it this 

ray next time, Marie?” would seem to 
have made good sense all around. 

Helen inadvertently omitted the word 
“the” from a sentence. Since the miss- 
ing word belonged in the middle of a 
line, a correction could not be made by 
erasing. Helen inserted the word 
neatly with a pen. Her supervisor made 
one or two inconsequential sentence in- 
versions, apparently to cover up his 
real reason for asking that the letter 
be retyped. 

The supervisor’s real fear probably 
was not that of offending the addressee, 
but that the letter might be returned 
from a higher level for retyping, or that 
it might be retyped in another office. 
Many will not believe this, but a minute 
pen correction adds “human-ness” which 
the addressee will appreciate. If you 
haven’t done it before, meet and talk to 
an addressee. He breathes! 

In one instance a correction made 
by a reviewing official was re-corrected 
by a higher official before the letter was 
released. The final version was identical 
with the first version! 

A point that cannot be overempha- 
sized is that too much time is spent— 
probably with sincere intentions—by 
busy executives on matters not deserv- 
ing anyone’s attention. We’re sawing a 
good deal of exceedingly small wood. 

A letter was prepared for signature 
by a person in another office. Nineteen 
addressees were to receive the same 
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letter, personally typed in each case. 
The letter was read over the telephone 
for concurrence by the would-be signer 
before the 19 individual copies were 
typed. When the letters were presented 
for signature the person who was to 
sign decided that this wasn’t quite 
what he had approved over the tele- 
phone. By changing a phrase he was 
able to make a slight improvement in 
smoothness, even though the thought 
and readability of the letter were not 
affected. When the 19 rewritten letters 
appeared, the person who was to sign 
decided to make one more very minor 
“improvement” of his own version! 
The 19 letters were punched out in- 
dividually for the third time. 

The chances are that the 38 rewrites 
did nothing more than waste time and 
material, aside from bringing a certain 
amount of satisfaction to the signer. 
Common sense tells us that the preferred 
written version of a communication is 
not necessarily the preferred version of 
any addressee. That many letters are 
signed by persons at a higher level than 
the level at which they are composed is 
also common knowledge. 

The letter-retyping dilemma will be 
improved when reviewers and signers— 
particularly those in supervisory or 
executive positions—follow this simple 
test of the adequateness of a letter pre- 
pared for signature: 

1. Will the letter in question fail to 
bring the same result as a rewrite? 

2. Will the letter, as is, create a de- 
served bad impression of the originating 
office or of the organization? 

3. Is the nature of the correspondence 
such that it must be rechecked and re- 
typed until no further improvement ap- 
pears possible? 

4, Would you, from the viewpoint of 
a stockholder or taxpayer, say that the 
letter should be retyped? 

If you will limit retyping job to in- 
stances in which you can truthfully say 
“Yes,” to any of the four questions 
above, you will save an astonishing 
amount of time and stationery. 





Office Work Sends CARE 
Packages All Over the W orld 


SYDNEY FELDMAN 


ARE, the Cooperative for American 

Remittances to Europe, Inc., was or- 

ganized the year World War II end- 
ed. It was created by the 26 major wel- 
fare agencies of the U. S. to help meet 
the needs for a person-to-person pack- 
age service. As a private, non-profit or- 
ganization it started by sending a U. S. 
Army stockpile of 10-in-1 rations. It 
has long since expanded and now is 
sending bread and books, tools and tex- 
tiles, seeds and soap. 

CARE today is a working mixture of 
business and philanthropy, a vast inter- 
national operation with headquarters in 
New York, a warehouse in Philadelphia, 
and more than 350 outlets and field 
offices in the U. S., Canada and Brazil. 
Overseas it has missions active in 1] 
European countries, including all four 
zones of Germany, in Asia, Africa and 
some Pacific Islands. It is a purchasing 
agency and a mail order house, an in- 
ternational public relations bureau and 


a foree for American good will and 


propaganda. It’s mostly paperwork from 
the receipt of letters containing checks 
and money orders through to the 
processing of orders and the final re- 
ceipt of packages. 

The organization can boast that its 
cost tor processing each order of $10 
or more has been slashed to an esti- 
mated 40 to 50 cents. Statistical records 
are available at a moment’s notice—all 
along the operation from donor to reci- 
pient. Each parcel is designed by ex- 
perts here and abroad. The goods, 
packed at CARE’s huge Philadelphia 
warehouse, are shipped abroad by the 
thousands. Overseas, they are unloaded 
and stored in warehouses throughout 
the world—awaiting delivery orders. 

CARE’s world headquarters is econ- 
tained on three floors at 20 Broad Street, 
next door to the New York Stock Ex- 
change. Two busy switchboards handle 
a constant flow of calls. Reception, in- 
formation and parcel display sections 
accept personal and mail orders and 


CARE's allocations department where incoming mail is sorted according to countries, zones 
and sections named in the package orders. 
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Should a man take a business worry home with him? 


Probably not. But maybe you'd better think about 
this one tonight. Think about it hard. 


Think what a fix your company would be in if, 
tomorrow morning all your records were gone. 
Accounts receivable, tax, inventory records— 
everything. 


Don’t content yourself with the thought that 
this couldn’t happen to you. That your records 
are in the safe. In a fireproof building. And that, 
anyway, you've got fire insurance. 


It may jolt your composure, but remind yourself 
about reading somewhere that 43 out of 100 firms 
that lose their records in a fire never reopen. 
It’s true. 


IF IT’S MOSLER...IT’'S SAFE 


Th 
Mosler Safe 


World’s Largest Builders of Safes and Bank Vaults 


Company 
Since 1848 


NAME 


FIRM NAME 


ADDRESS. 


city. 


Remind yourself, too, that a fireproof building 
just walls-in and intensifies an office fire. That a 
safe without an Underwriters’ Laboratories, Inc. 
label can incinerate records. And remember that 
your insurance policy says to collect fully you 
must “render proof-of-loss within 60 days”... 
virtually impossible without records. 


Don’t take such a risk with your business future. 
Get the world’s most trusted protection against 
fire for your records—a Mosler “A” Label Record 


Safe. 


Consult classified telephone directory for name 
of your Mosler dealer, or mail coupon for free 
informative material, today! 


The Mosler Safe Company, Dep't O-5 
32nd Street and Fifth Ave., New York 1, N. Y. 
Please send me (check one or both) 
Illustrated catalog, describing the new series o 
Mosler Record Sate 
} Free Mosler 
indicate 


Fire ““‘DANG 
my fire risk in 50 


‘Rater,’’ which will 


seconds 


See 


ZONE STATE 





a time-honored name in the photocopying 


field*... announces this new addition 
to its distinguished line of photographic 
copying apparatus, designed to use the 
EASTMAN KODAK CO.’S amazing new 
VERIFAX process... 


Photostat Instant Copier 


for use in any office ... everywhere! 


Here is a small, inexpensive machine which 
will make three or more black-on-white copies 
of practically any original up to 84%” x 14” in 
size in one minute, ready for immediate use! 

It takes up less than two square feet of space 
on desk or table... it can be used under any 
normal office lighting at any time by anyone 
in the office. 


The PHOTOSTAT INSTANT COPIER is de- 
signed to get the very best results from the 
new EASTMAN KopAK COMPANY'S VERIFAX 
process ...a truly revolutionary method of 
making copies of anything typed, printed, 
written or drawn. It is entirely different from, 
and should not be confused with, any previ- 
ously known process. No other office copying 
equipment can equal the versatility and flexi- 
bility obtainable with the combination of the 
new PHOTOSTAT INSTANT COPIER and the 
VERIFAX process. And it is fully guaranteed 


by Photostat Corporation! 
*For over forty years, PHoTOSTAT CORPORATION has 

led the way in the manufacture and marketing of 
photographic copying apparatus for every type of 
business use . . . every Federal, State, County and 
Municipal government need. 

The new PHotostat INSTANT Copter will be sold You will be amply repaid if you get full 
and serviced by our field staff from coast to coast and 
in Canada in the same efficient manner and under 
the same conditions as now apply to our larger and photo-copying equipment. Write to 
long established models of photographic copying 
apparatus. 


/ PHOTOSTAT \ PHOTOSTAT CORPORATION 


is the registered trade-mark of 299 STATE STREET, ROCHESTER 14, NEW YORK 
\ PHOTOSTAT CORPORATION { 





details before purchasing any office 


— or any service office in our principal cities and in Canada 
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A view of CARE's tabulating section. 


answer inquiries. The rest of the space 
is devoted to administrative, operational, 
financial, personnel, public relations, 


record keeping and other business fune- 
tions. 

Approximately 99% of CARE’s or- 
ders are received by mail; the remainder 
are made over-the-counter by people 
who come to the office to view the goods 


on display. Such in-person orders are 
written on a 5” x 8” white carbonized 
paper form, containing a pink duplicate 
given to the purchaser (donor) as a 
temporary cash receipt. This order is 
processed in the same manner as mail 
orders. Similarly, a temporary receipt 
form is filled out in triplicate by a donor 
at one of the 350 field offices or outlets 
such as department stores, service clubs, 
churches, schools, YM’s and YW’s, 
banks, ete. A blue copy is retained as 
the outlet’s record, a pink is given to 
the donor and a white form is forwarded 
to New York for processing similar to 
mail orders. An accounting of an out- 
let’s total number of orders, for which 
temporary receipts have been issued, is 
made on an outlet transmittal slip. 
Thousands of letters from all parts of 
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the U. S., Canada and South America 
are opened by a Bircher Lightning Let- 
ter Opener. Business correspondence is 
separated from orders at this point. 
Then, unlike any mail order house, 
CARE begins a complete operation 
which entails acknowledging one per- 
son’s order for delivery to another, with 
a follow-up receipt as proof of delivery. 

All orders are marked with a Bates 
numbering machine. The Bates number 
also is put on the donor’s check or money 
order, as well as on a tally sheet. The 
tally sheet lists all types of packages 
and their prices with boxes for a quick 
listing of the total number of packages 
and total cost. A kraft paper envelope 
914,” x 6” and ealled a “block,” has an 
end flap opening and ample space to 
hold all forms on a block of orders. It 
is filed numerically after all orders have 
been filled and acknowledged. From 1 to 
100 orders can be placed on a tally sheet, 
the average being 50 in a block. 

Before a block is processed, an order 
clerk fills out a mimeographed Bates 
Number Control and Production Reeord 
which contains the sequence of numbers 
making up the block. As a further check, 
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the clerk verifies the sequence of num- 
bers and initials the form. After a sheet 
has been completed, it is filed numeri- 
eally for further reference. Originally 
there was a complex system of record 
keeping at a special desk. This work has 
been obviated by the tally sheet, which 
brought 75% to 100% in estimated in- 
creased production. Adding machines 
total payments received as checks and 
money orders. A tape is taken on each 
block to check orders taken against pay- 
ments received. Orders completed are 
subtracted from the tape showing the to- 
tal amounts received, the amounts finally 
balancing out of zero. Checks and money 
orders then go to the treasury for bank 
deposit and the block continues to the 
next step. All receipts are posted on a 
bookkeeping machine. These statistics 
show at a glance: immediate breakdown 
of total sales and sales of various price 
packages. 

In a hypothetical case, take the order 
of one blanket sent by Ingrid Bjornson 
of Bright Star, Nebr., to Mrs. Thoe 


Bjornson of Oslo, Norway. A three-part 


sarbonized form is typed. Included are 
a post ecard to be sent to the donor to 
acknowledge order reading: “Thank you 
for your order. It has now been speeded 
overseas. You will receive a signed re- 


ceipt when delivery has been made. 
Correspondence about this order should 
inelude file number shown above and 
beneficiary’s name.” A tabulating ecard, 
punched as a delivery receipt goes, 
overseas to be signed by the recipient. 
Another punched card is used for mail- 
ing list and statistical purposes. 

At this point a proofreader checks the 
tally sheet against these cards to make 
sure that a blanket has been ordered, not 
a plow. The forms are typed with 
names and addresses of donor and re- 
cipient and pertinent numbers and de- 
tails of the order and snapped apart 
to be mailed or key-punched. A key 
punch indicates file number, number of 
packages ordered, type of package by 
code number, country or zone to which 
the package is going and area of donor 
residence and origin of the order. All 
orders are processed in the tabulating 
room where the two punched cards are 
processed. 

Delivery receipts are sorted according 
to type marked by the key punch. Any 
possible past errors are caught here. 
Total numbers of packages and file num- 
bers in each bloek are verified. Orders 
are block balanced by employees using 
sorting machines and tabulators. These 
vards also can be run through the 


Processing coded 
cards with names 
and overseas. ad- 
dresses of receivers 
of CARE shipments. 
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Better materials mean 


LOWER 
LABOR COSTS 


= in bookkeeping, too 
Z 


y 


| ages PAPER and index card stock is a 
tiny part of bookkeeping costs. So if 
quality paper and card stock will save time 
for people who work with them — you’re 
interested. Parsons papers and cards save 
time and effort in these ways: 

1. Made with new cotton fibers, they last 
longer and wear better. Your people 
will waste no time copying to replace 
records. 

. Precise controls in making paper, and 
sheet-by-sheet inspection, result in uni- 
formity so none need be discarded for 
flaws. 

Cards and sheets are solid, not pasted 
together. They can’t split — and have 
to be replaced. 

Parsons surface reduces eye-strain. You 
can work on this paper longer. 

Erasing by scratcher, rubber or chemi- 
cals leaves a smooth surface, the same 
color. No need to replace a sheet or 
card — copying all earlier postings — 
because of erasures. 

Entries won’t smudge or run along the 
fibers. You get neater, more legible 
work. 

Ledger paper in up to eight sizes, cards 
in up to four sizes. Both papers and 
cards in four weights. Paper in 100% 
cotton fiber, 75%, 50% and 25%. Cards 
in 100%, 50% and 25%. You can buy 
the sizes, weights and strengths for each 
job with economy. 

Both paper and card stock in up to 
seven matching colors. Use a different 
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color for each purpose or department. 
Get the efficiency of ‘“color-control” — 
less time wasted figuring out which 
copy of which record goes where. 


Helpful FREE Booklet on Selecting 
RIGHT PAPER For Each Job 


Get the “inside story” of what makes fine 
paper fine — why it pays off to specify a 
particular strength, weight and color for 
each record. The booklet is called ‘Paper 
and Index Cards that Wear Better and 
Last Longer”. It tells how to buy paper 
economically. Glad to mail you one with- 
out cost or obligation. Why not complete 
and send the coupon below right now? 


| generation 
| PARSONS | 
|| PAPER COMPANY | 
4 1853-1953 it~ 


Ll cok Yoo 





PARSONS PAPER COMPANY 
DEPARTMENT 56 
HOLYOKE, MASSACHUSETTS 


Please mail me, without cost or obligation, your booklet 
on getting the right paper or card for each job 


Name.. “ 

(PLEASE PRINT) 
Organization 
or Company 


Street... 
City 


or Town. poksbeineaie 
Ve ome en ee ee ee oe 





Wherever wraps are hung, there’s a NEED for a 























Did you ever see a more beautiful unit to hang wraps on? 
Look at the clear hanging space for coats..there are no 
obstructions .. coats hang straight. Hats rest on non-dust col- 
lecting rods and not on dusty shelves. The WRAP RACK is 
available in 3 sizes to hold 6, 12 or 24 coats and hats. 
Double-face units and umbrella accessory also available. 
Write us for your nearest dealer and let him show you and 


tell you more. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK ali KALAMAZOO, MICHIGAN 
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CARE's cer-tral files keeps records of all package orders. 


Remington Rand sorter and then a eal- 
culator to determine the types of pack- 
ages sent and countries to which they 
were sent. Once these operations have 
been performed, the delivery receipts are 
ready to go overseas by air mail or 
air express. The second punched card 
is put through statistical paces to learn 
areas where donors live; test effective- 
ness of mail orders; automatically check 
returns against solicitation mailings; 
tabulate countries to which packages are 
sent, according to’ addresses of re- 
cipients. 

Based on cards sorted according to 
country, a list is printed on continuous 
feed tabulation paper to record groups 
of packages. According to number 
codes, lists show the file numbers, num- 
ber of packages, package type and coun- 
try or zone to which it is going. Thus: 
143915-1-36-15 means: file number 
(143915)—1 (one package)—36 (food) 
—going to 15 (England). Then the 
register adds up all packages for the 
same country. 

To determine the number of blocks 
in a day’s receipts and shipments, or any 
part thereof, each day CARE “runs a 
eashbook.” That is, the addition of the 
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number of blocks processed in any part 
or all of a day’s work. A register is 
run from this cashbook—a compilation 
listing all packages ready for shipment 
to specific countries. If everything 
balances out in the cashbook, then the 
registers are sent by air freight or air 
mail to CARE mission offices throughout 
the world for delivery of packages. 
Original registers are sent abroad and 
‘arbon copies are kept in New York 
in the event of delay, loss or any other 
error or mishap in shipment. Since this 
system was instituted over two years ago, 
with over $20,000,00 in orders processed 
since then, CARE reports no error in 
balancing out orders against shipments. 
The foregoing operations—from mail 
room through to overseas shipment of 
orders—are completed within 48 hours, 
or two working days. 

Overseas offices deliver packages and, 
in exchange, receive signed receipts 
which are sent back airmail or air 
freight. These delivery receipts contain 
full details of the package, including 
names and addresses of donor and re- 
cipient. Back in the New York office 
these receipts are run through a micro- 
film machine to provide picture-proof of 


17 





Vienalax 


automatic 


STENCIL PERFORATOR 


@ Stenafax will make, 
electronically, an exact 
mimeograph stencil of 
printed office forms, 
sales letters, handwrit- 
ten memos, technical 
charts, engineering 
plans, drawings, clip- 
pings from newspapers 
or magazines.. 


@ Place original on left 
of two cylinders. Put 
stencil blank on the 
other. 


@ Start Stenafax and 
carry on other work for 
six minutes. 


@ Stenafax stops auto- 
matically. Remove clear 
sharp stencil reproduc- 
tion of original, good 
for 10,000 duplications. 


@ This is low cost repro- 
duction proved by its 
current use in many 
Government installa- 
tions. Now available to 
Commercial Users. 


@ FAST 


@ ACCURATE 
@ ECONOMICAL 


TIMES FACSIMILE 


CORPORATION 
1523 L Street, N.W., Washington 5, D. C. 


Stenafax Sales Division: 
Hotel Biltmore, 43rd and Madison, New York, N. Y. 





| signed eards attesting to delivery of 


packages. Each film reel number is sub- 


| divided for quicker file and reference. 


Along with microfilm evidence of 
package delivery, CARE also “robots” 
delivery receipts. Originals are placed 
in an upper magazine and blanks in a 
lower magazine of a multi-purpose re- 
producing punch. Then blanks in the 
lower magazine are “roboted” to repro- 
duce all holes punched into the original 
signed delivery receipts which then are 
mailed to the original donors. Along 


with duplicate holes, duplicate cards also 
have a punched film number 
the microfilm original. 


record of 


Out of millions of ecards, filed accord- 
ing to number, CARE ean locate within 
a few minutes the packages which have 
been delivered. After one year these 
duplicate roboted ecards become in- 
active. They are fed into a microfilm 
unit which photographs 25,000 ecards an 
hour and the duplicates are sold as waste 
paper. There are two microfilm files; 
one for original delivery receipts show- 
ing recipient’s signature and one for 
roboted duplicates showing the film 
number of the originals. For verifica- 
tion, clerks seek out the microfilm reel 
and put it through a microfilm viewer 
which also can make photocopies 
of any of the 5,000 cards on a film reel. 

The service division takes care of in- 
quiries, returns from overseas and a 
variety of special treatment matters such 
as extra-large orders and unusually im- 
portant orders, ete. Investigations are 
made by analysts to whom service divi- 
sion correspondence is directed. Clerks 
sort the mail by the last name of writers 
(donors) to enable analysts to handle 
correspondence from the same people 
who write to CARE. To conserve time, 
energy and money, CARE has devised 
a half dozen duplicated form letters 
which are sent to writers. Each letter is 
keyed. 

No matter which analyst sends the let- 


| ter, all letters bear the signature of the 


director of the adjustment division. 
However, replies have been standardized 
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Fedders says: 


"WORK 
COOL 


THIS SUMMER!” 


VOID an “efficiency letdown” in 
your office this summer! Install Fed- 
ders Room Air Conditioners and watch 
work output increase! Office workers feel 
fresh and energetic, think better .. . a// 
day long. Fedders cools the air, cuts soggy 
humidity. Shuts out distracting noise, 
filters dust, dirt, pollen—keeps the office 
cleaner and prevents last time due to hay 


AMAZING exclusive Built-in Weather 
Bureau ... utmost in advanced simple 
control. Lets you select degree of cool- 
ness. Complete push-button weather con- 
trol. Ventilate or remove stale air any- 
time. . all year ’round. 


FEDDERS 


Lj 


fever and asthma. A complete, self-con- 
tained electrical refrigeration system, the 
Fedders Room Air Conditioner fits in the 
window ... without building alterations 
or ducts. A model for every size office. 
Handsome new designs in Breeze Green 
or in soft-toned ivory from $229.95. 
Blonde and rich mahogany console units 
for larger offices. 


MAIL COUPON TODAY! 


FEDDERS-QUIGAN CORP., Dept. O-4, Buffalo 7, N.Y, 
C) Please send me a free 20-page booklet on Fedders Room 


Air Conditioners. 


want to see a Fedders Office Air Conditioning 


Specialist. 


Address 


A great name in COMFORT 
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only up to the point of differences. 
Some letters require variously shaded 
replies to meet different needs and cir 
cumstances. Enter here the “paragraph 
selector,” a 9” by 12” black covered 
loose leaf book with hundreds of num- 
bered form paragraphs adaptable to in- 
form, confirm, explain, clarify or aec- 
knowledge inquiries, complaints or ad- 
jJustments. 

After an analyst has reviewed a 
ease, he fills in a service analysis sheet 
with number (of donor’s check or 
money order), letter number, donor, 
delivery status, microfilm file number, 
action taken, ete., including a list of 
sentences in sequence made up from the 
paragraph selector. If Mrs. John J. 
Jones, of San Francisco, complains to 
her San Francisco outlet that her pack- 
age had been undelivered, San Francisco 
forwards the inquiry to New York, 
where an analyst studies the case and 
fills out a service analysis sheet. The 
reply letter is coded, “4 (a) San Fran- 


cisco (b) File number D 123 456, 20- 
19B, 20-D 123 456-19B, 21 AI-22, 21 
Al—hbegin, ‘Nevertheless’ 132 C.” 

A trained typist then translates the 
code into a dated letter, sent from 
CARE, New York to Mrs. John J. Jones 
in San Francisco, opening, “Dear Mrs. 
Jones: The CARE representative at the 
San Francisco oflice has forwarded to 
us your inquiry .. .” continuing, with 
paragraphs 20-19B, “CARE regrets that 
it does not have in its New York office 

” then adding, ‘Nevertheless, an 
urgent inquiry already has been sent... 
overseas and concluding with 
paragraph 21 Al, “We apologize. ...” 
The “Sineerely yours” letter is signed by 
the director of the service division. It 
bears only the initials of the analyst in 
the lower left-hand corner. The original 
letter is sent to Mrs. Jones, a blue copy 
is sent to the San Francisco outlet and 
a pink copy is kept in the Jones file in 
the New York office. 

Also on the service analysis sheet is a 


THE EASY way 


TO DESTROY 


> a 8 


OLD PAPERS Waa 


The new “Silver Executive’ Paper Shredder destroys confi- 


dential papers, obsolete records completely . . 


« quickly! 


Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET 


. SALEM, OHIO 
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DISCOVER A NEW CARBON CONCEPT 
CREATED FOR YOU! 


K Wip- proof, Wirasl Tru, Cutl-Cone Back 


lo, Copia Prints S 
vouathen pe bat ba es Cnn 


Here—at last—is a carbon paper so remarkably different that it is 
almost beyond belief. In M&M, you will instantly recognize time and 
temper saving features tuned to the tempo of the modern office. 


Moreover, here is a carbon paper to please the most cost conscious 
office manager; its inherent qualities produce true office economies. 


Try it today—in your own office—without cost or obligation. 


. 4 Send for FREE samples! 





0, 7 Mm MITTAG & VOLGER, INC. 
& 4 PARK RIDGE, NEW JERSEY 


RUSH SAMPLES IMMEDIATELY 
Maximum performance starts 
at the ribbon. See the 
difference instantly with M&M, 
the moderately priced 
executive ribbon designed for 
unsurpassed service. 


T use a___ —— Regular & Noiseless CT 


Electric i typewriter and usually make copies. 
Name 

Address 

Citv 





penniaa, | 


“| thought we couldn’t afford a new 
calculator. We tried a Marchant and 
did | change my mind! 
“‘The Marchant is so simple to operate everyone 
in the office uses it. 
‘“‘The amount of time we’re saving is astounding. Our 
Marchant paid for itself in a matter of months.” 


MARCHANT secs. 


@ 2 © 
rr 


¢ e028 
e ¢0 


The MARCHANT MAN in your phone book is ready to : vee MARCHANT’S MANY 
show you, on your own work, that MARCHANT is the : Pc af EXCLUSIVE FEATURES 


simplest calculator to operate, yet delivers the highest INCLUDE: 
figure output. Call him or mail this coupon with your 


4 “Push-Button”’ 
business letterhead to get your FREE... Multiplication 


Guide to Modern Figuring Methods Oo 3 Complete Carriage 
illustrated Booklet about Marchant Calculators 1) : Carryover 


. : One-Hand 
MARCHANT CALCULATORS, INC. + Oakland 8, California Keyboard Control 
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space for Speed Tracer, a thin paper 
form to be airmailed overseas to CARE 
missions for such action as “Investi- 
gate—Expedite delivery; forward dupli- 
cate signed receipt; forward 2 copies of 
authorization, or special instances as ex- 
plained below.” Each tracer is dated and 
identified both with tracer number and 
check or money order number, register 
number, package type and quantity, 
donor and beneficiary, explanations, and 
space for mission reply. As in the case 
of Mrs. Jones of San Francisco, a letter 
is sent to the donor, a copy to any out- 
let which may be involved and a copy 
retained by the service division in New 
York. 

There still are special letters fitting 
none of the forms nor the paragraph-se- 
lector-type. Such letters are answered by 
analysts on a dictating machine and 
transcribed by typists. No matter how 
the letters are prepared and written, all 
are quickly reviewed by the supervisor 
to make sure they make sense since the 
analyst’s use of the paragraph selector 
may prove fallible at times. Stenog- 
raphers and researchers who used to 
turn out 18 to 20 letters daily have been 
superseded by current CARE practice 
with analysts and typists who turn out 
about 60 letters daily. 


How to Read Proof 
LESLIE H. MATTHIES 
General Supervisor, Administrative Services, 
Anaheim Div., Northrop Aircraft, Inc., 
Anaheim, Calif. 
HE need for skilled proofreading is 
not confined to the publishing busi- 
ness. On the contrary, in every busi- 
ness office the reading of proof is a 
constantly recurring job. The produet 
of the office must be accurate, if it is to 
be valuable! 

Transposed accounting figures in a re- 
port going to top management can be a 
source of much embarrassment. Errors 
in procedures or forms will be noticed 
by everyone using them. A series of 
errors on material issued by your de- 
partment can be serious to you and your 
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THIN 
PAPERS 


Ja tsxe hb tors 
MAILING 
TYPING 
thie 
Costs. 


| Use | 
THIN: PA Pim 
Air Mail Bond 
Clearcopy Onion Skin 
Fidelity Onion Skin 
1oate ON Webbe keg ol-ta- 
Prestige Onion Skin 


Superior Manifold 
Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


Manutacturing Company 
Turners Falls, Mass 





GRAPHIC VISUAL CONTROL 





THE BOARDMASTER SYSTEM 
% Graphic Picture of Your Operations — Spotlighted by Color 
+ Focts at a Glance — Saves Time, Money, Prevents Errors 
+ Simple ond Flexible. Write on Cards, Snap in Grooves 
t Mode of Metal. Compact, Attractive. Over 40,000 in Use 
Some Typical Applications 
PRODUCTION © TRAFFIC © SALES 
INVENTORY © SCHEDULING 
LOADING ¢ AND MANY OTHERS 


24-Page Illustrated 
FREE ) sookter no. F200 
Without Obligation 

Write Today for Your Copy 
GRAPHIC SYSTEMS 


55 West 42nd Street © New York 36, N. Y. 


49" 








THE BOOKMASTER 


For copying from or 
reading large books. 
Saves time and eyesight 
—prevents errors. Used 
by lawyers, abstracters, 
libraries, accountants 
and business offices. 
Standard Model $8.75 
postpaid. Special model 
for extra-large or cum- 
bersome books $11.75. 
Ten-day free trial. Write 
for information today. 


BOOKMASTER COMPANY 
First National Bank Bldg. Miami, Okla. 














department. Management, as well as 
your associates, may begin to doubt the 


| ability of your department. 


Any data, once transcribed, should be 
proofed. 
Over a period of years, certain office 


| proofing techniques have been developed. 


If vour people learn to use them, yours 
will hecome known as a reliable 
and accurate department. 


soon 


1. Proof in Teams. Two girls working 
together can proof faster and do a bet- 
ter job than one person working alone. 

2. Don’t Read Your Own Work. The 
girl who did the typing, should not read 
her work. If she does, her reading habits 
will not catch the “bug” in her writing 
habits. 

3. Speak Slowly and Distinctly. The 
reader, the person who did not type the 
work, should speak carefully. Don’t 
rush. An extra few minutes may pre- 
vent competely re-doing the work later, 
to say nothing of the embarrassment to 
the boss if an error is published. 

4. Use a Line Finder. A ruler or edge 
of a ecard, will prevent the omission of 
whole lines. 

5. Go Into Low Gear on Numbers. 
When proofing figures, go very slowly. 
Talk like a trained, telephone operator. 
Repeat the numbers in different group- 
ings. For example say: “One-zero-nine- 
seven-three.” Then repeat, saying: 
““Ten-Nine-seventy-three.” 

6. Read all Punctuation Marks. If the 
original calls for parentheses, say “begin 
paren” and “end peren.” Read all peri- 
ods, commas, semi-colons, or quotes. 
Take nothing for granted. 

7. Proof Everything. Don’t make the 
mistake of proofing only the body, or 
main copy. Check page numbers, ad- 
dresses, form numbers, dates and even 
footnotes! Mistakes can occur anywhere. 

8. Proof Against Accurate Sources. 
Sometimes several drafts will be neces- 
sary. Make sure that the next previous 
draft is accurate, or better yet, go back 
to the original data sources. 

9. Use Proof Reader’s 


Standard 
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Marks. The dictionary or secretarial 
handbooks carry a set of official proof: 
reader’s marks. Use them to avoid con- 
fusion. 

10. Identify Proofers. If each girl 
initials or signs and dates the copy, both 
are apt to be careful before signing. 

11. Casual Proofing. An ordinary 
memo or letter may be proofed by a 
casual reading ... provided the proofer 
knows the subject. Usually this will be 


YOURE RIGHT! VERITHIN 
PENCILS DO TAKE 
STRONG, SHARP POINTS! 





the dictator. Ordinarily the stenographer 
should not do casual proofing. 

You will find that some people are 
just poor proofreaders, but most com- 
petent office people will do a good job 
if they follow the principles. 

Just a word of warning. Even with 
all of this, once in a while an error will 
slip through. After all you’ve got to 
let the boss know that you are only 
human. 





WHAT’S MORE ... you can make over 40,000 check 
marks from a single inch of Verithin’s smooth, flexible 


lead .. . and its insoluble marks won’t run when wet! 


*® Eagle Pencil Co., New York ¢ London ¢ Toronto 


SOVERITHIN 
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brilliant colors 
10¢ each 


Colored 
Pencils 





Who is Responsible 
For Mediocre 
Duplicated Copies? 


Are they the fault of the operator or typist? Sometimes. 
But suppose they have not been properly trained. Or sup- 
pose no copy quality standard had been established. In 
either case, and in all fairness, they can not be held 
responsible. 

Some say mediocre copies come from mediocre equip- 
ment. That can be true but the fact remains that even the 
finest duplicator can turn out poor copies. 

Thus, in the final analysis, the responsibility here is the 
same as it is in all phases of business when second-rate 
performance creeps in. In short, the copy quality problem 
is the responsibility of management. 

How does management solve this problem? 

The answer lies in the proved procedure modern manage- 
ment almost always follows to solve similar problems. Here 
are the basic steps involved :— 

1. Job survey. In this instance, it is a complete listing of 
all the times and places when multiple copies of written, 
typed and drawn material are used . . . the number of copies 
required in each case . . . how and where the copies are 
distributed . . . and the time limits for their production. 
2. Job procedure. In this case, it is evaluating and select- 
ing the duplicating equipment and supplies to produce the 
required copies at the lowest cost consistent with quality. 
3. Job standards. This requires accurate knowledge of 
what that equipment can do under normal operating con- 
ditions. Then comes setting obtainable standards that are 
practical and reasonable with the selected mechanical 
facilities and supplies. 

4. Job instruction. In this case it means teaching and train- 
ing selected personnel in all phases of the operating tech- 
niques required to produce copies that match the standards. 
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5. Job inspection. This is no more than another name for 
quality control. In this case it means keeping a watchful 
eye on duplicated copies to make sure they satisfy the job 
standards previously established. 

A. B. Dick distributor representatives are well-qualified 
to work with management in all five steps and welcome 
the opportunity. 

Take the “job standards” part of mimeographing for 
example. 

If you would like to know the quality of copies your pres- 
ent equipment can produce, ask your A. B. Dick distribu- 
tor representative to check it with the specially prepared 
“copy standard” stencil. The results will give you a true 
reading of all the factors involved. In addition you will be 
able to determine whether or not your personnel needs 
instruction in the techniques of MODERN mimeograph- 
ing. If such is the case, your A. B. Dick distributor repre- 
sentative can provide the instruction. Accept this as your 
invitation to call him. 

You will find your A. B. Dick distributor listed under 


duplicating machines in the classified section of your phone 
book. Or, write A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Illinois. 


A. B. Dick mimeograph products are for use with all 
makes of suitable stencil duplicating products. 


~~ A:B-DICK 


é THE FIRST NAME IN DUPLICATING 
A.B. DICK COMPANY * 5700 TOUHY AVENUE + CHICAGO 31. ILLINOIS 


A ee NOR TARR EN stat 
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Now you can have = = 


. 


metal office chairs <= 
which are = 


warm to a 
thanks to 


STURLON, ~ 


an extraordinary new finish | 


Almost as warm and pleasant as your 
skin—that's the way a metal chair feels 
when it's finished in STURLON This extra- 
ordinary new finish [Sturgis is the only 
maker of office chairs with the right to 

use it] adds the final touch of comfort to 
the functionally ideal steel office chair. 


The remarkable “warmth” characteristic 
of STURLON is but one of several revolu- 


STURLON is sprayed on and infra-red 
baked to a thickness about four times that 
of other finishes. This means that the 
STURLON finish will endure and continue 
to protect the metal indefinitely. 


And that isn’t all— 





tionary qualities. STURLON is unbelievably 
resistant to wear normally resulting from 
scuffing and repeated banging of chair 
against chair. Independent laboratory tests 
show its resistance to abrasion to be 10 

to 20 times greater than that of other finishes 


STURLON is non-conductive—makes 
steel chairs static-proof 


STURLON is non-corrosive—is unaffected 
by moisture, salt air, humidity and 
temperature changes. 

* Sturgis STURLON-finished chairs, both 
executive and stenographic, are now being 
shown by your Sturgis dealer in three popu- 
lar colors: metallic gray, green and walnut. 


THE STURGIS POSTURE CHAIR COMPANY + STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Iilinois 
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CARBON PAPERS HECTOGRAPH 


“HECTOGRAPH 


'Fratissen is not just 

born. Upon markets as upon 
nations, it has to grow. 
Whereas, today, American 
business regards PANAMA- 
BEAVER Ribbons and Carbons 
as traditionally fine — 
they did not get that way 
all of a sudden. Rather, 
their prestige evolved 
through decades of careful 
planning and production. 
Their steadfast quality and 
staying properties merited 
-—and won—a fair repute 
which we shall guard, what- 
ever comes. No, you cannot 
buy tradition .. . yet it is 

shot cul fo yours as a bonus, free with 

; every PANAMA-BEAVER 


office oficueney : purchase. 


4) Pd 
me, ¢ PANAMA-BEAVER 
synonym of : Gittbond Ca Cir 


highest Quality ; Coast to Coast Distribution 
MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 


eaelest etsy. 





DEALERS! Why not sell the only 


card index addressing system that is available to Dealers? 


| ath 


Harmon P. Elliott 
143 Albany St. 
Cambridge 39, Mass. 


FRONT 


An Elliott address card is actually 
also an index card, and a file of Elliott 
address cards can therefore be kept up 
to date and in alphabetical order at 
all times. 


We supply this simple clamp that 
snaps over the platen of any type- 
writer. 


Then the address cards are inserted 
and turned into typing position. With 
the ribbon *‘ON”’ they are indexed 
and with the ribbon ‘‘OFF”’ they are 
stenciled. 


Then they are filed in sectional steel 
filing cabinets exactly like index 
cards, and you can add sectional 
cabinets as your list grows. 


30 


7 


Elliott address cards are inserted in 
this $50.00 Elliott addressing ma- 
chine by the trayful. 


Each time the lever is _— a dif- 
ferent address is printed. 


And the address cards are removed 
from the addressing machine in the 
same way. 


Hundreds of Office Equipment Dealers are 
now selling the Addresserette. 


* ADDRESSING 
MACHINE CO. 


Dept.C,199 Albany St., Cambridge 39, Mass. 
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DEPARTMENTAL CONTROL 


MODEL 355 


SELF-SERVE 
MODEL 315 


ITEM ADDING © ISSUES CUSTOMER’S RECEIPT 
© SAFEGUARDS ALL TRANSACTIONS 


Only R. C. Allen Itemizing, Receipt- 
Issuing Registers Have All These 
Time and Labor-Saving Features — 


® Visible Dials ® Automatic Clear Signal 

Automatic Count and 

Print of items 

® Visible Keyboard ® Automatic Space-Up 
From Total 


® Visible Printing 


DEPARTMENTAL CONTROL CASH REGISTER 
Multiple Total Itemizer Model 355 


Designed to speed up servicing of customers in 
self-serve stores where departmental totals are 
desired. Automatically departmentalizes sales 
in three departments, provides tax total. As 
easy to operate as an adding machine... no 
long reaches . . . comfortable hand-span key- 
board. Registers paid-out and received-on-ac- 
count items up to $10,000. Autographic detail 
audit tape ... issues receipt with each item 
designated ... prints count of items. Chrome 
finished, mounted on 15” ice green cash drawer. 


SELF-SERVE SPECIAL Model 315 
Especially designed for merchants wishing to 
give printed, itemized, totaled receipt, but who 
do not need departmental totals. Daily sales 
totals are under lock and key, Has all oper- 
ating advantages of Model 355, including read 
and re-set key. Large registering capacity 
key for miscellaneous adding, without disturb- 
ing grand total... emergency drawer re- 
lease lock . . , department designating keys 
. certification device ... add-speed keyboard 
. automatic clear signal and visible dials... 
motorized repeat key. 


Write today for prices and complete information, 














Dependability is the basis of confi- 
dence. It is on this dependability 
that R. C. Allen Typewriter Dealers 
tely when selling the new R. C. 
Allen “Standard”. THEY KNOW 
that dollar for dollar, feature for 
feature the new R. C. Allen is the 
greatest typewriter value on the mar- 
ket. And once they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO! Treat YOURSELF to a gen- 
erous portion of this confidence by 
inquiring how YOU can become an 
R. C. Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 


Look af these PLUS features of 
the new R. C. Allen typewriter. 








5 60 65 
Weeeseeeeyny 


, j MODEL 611 
(Six carriage 
Instant Sight-Set Margin widths available) 
The exclusive WONDER WIN- 
DOW iets you KNOW instantly 
that your margin is correctly set. 





Now is te time 
Now is the time 


Now isthe time 

Now is the time 
é hy . 2: 
Less Time — More Lines Retyping Is Unnecessary Cleaning Problems Ended! 


The R. C. Allen “Speed Lever” “Error correction control” per- There's no dirt, no mess in 


Py 


Perfect Type Alignment 


Your typing looks like fine print. 


lets you set new line in o frac- 
tion of the time needed by other 
stondard machines. 


mits deletion of characters typed 
by mistake or insertion of 
omitted choracters. 


« « » OTHER R. C, ALLEN FEATURES 


®@ Beautiful design 


@ Long life construction 


@ Automatic and manual ribbon reverse 
@ Ribbon feeds only when typing 

@ Tensionized card holder 

® Individual “Key-Action” tuning 


changing ribbons and cleaning 
type on the R®. C. Allen... 
ribbons, type ore fully exposed. 


Real Control Typing! 
The personalized key control 
lever lets you enjoy typing free- 
dom. You'll find the R C. Alien 
toych-toilored for you. 


ing on an R. C. Ailen. Type is 
automatically aligned by the 
newly-designed segment ring. 


L: 


Less Effort — Less Fatigue 

There's no “reaching” for the 
properly positioned R®. C. Allen 
carriage. Paper handles easier, 
there's less eye-strain. 


R.C.Allen Business Machines, Inc. 





679 Front Avenue, N.W., Grand Rapids, Michigan 




















Here's why Invincible Modernaire desks mean 
<> greater satisfaction for you! 


As many as five big box channels lie underneath 
the top surface like strong sinews . . . combine 
with heavy channels and angle rims at sides and 
edges, reinforcing desk top and sides. 


Invincible Modernaire desks combine 
smart, modern beauty with below-the- 
surface features to provide the utmost in 
utility, economy and durability. No other 
desk offers the strength, rigidity and free- 
dom-from-trouble provided by Invincible’s 
unique method of reinforcing desk top and 
sides. Heavy box channels, welded through- 
out, prevent bending, bowing, twisting 
and weakening. 

Don’t be satisfied with ordinary desks. 
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You can’t twist, bend or deflect this desk slide 
— even under heavy loads. There’s extra rein- 
forcement at key points, assuring maximum 
strength and durability. 


Invincible gives you better construction— 
longer life — greater utility. Write for 
details. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co, © Manitowoc, Wis. 
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Where psa ah drilling ne are aoa. re- 


ordered, a fixed gage will eliminate re-setting. 
- Bar and stops are in Sie Oe ener 
“ 60 seconds. 





but it’s no trick to do all this witha 


Style E 
Challenge 
Paper Drill 


“iffallenge. | 
TRADE-MARK — 


allenge Url 
more? 


Standard Narrow 
Slot Slot V-Slot 





Magic? No.. 
where proper 
Here’s how: 

@ Power to drill through 2 inch lift of stock 

@ Two columns on head to prevent side play 


. just another instance 
equipment pays off! 


@ Positive action foot pedal 

@ Non-slip, automatic trip gage 

@ Natural handling operation, no back tracking 

@ One setting only of back gage and guides 
for drilling and slotting. 696 


There are nine Challenge models—all available 
with slotting and cornering attachments — 
hydraulic, foot or hand power. Get details now! 


THE CHALLENGE MACHINERY CO. 


Office, Factories Over 50 Years 
and Show Room: in Service of 
Grand Haven, Mich. the Graphic Arts 


DEALERS IN ALL PRINCIPAL CITIES 
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printer's style 
type 


HUNDREDS OF INSTANTLY CHANGEABLE FACES 










| For Forms, Literature, Reports, 
| Catalogs, Booklets, Direct Mail 





YOU ARE READING Type PRODUCED on THIS MACHINE 


Can you tell it from 
this machine, the Coxb 
Vari-Typer. Note the 


regular, fine Priatin 


B? It was Produced on 
ead DS], by the mak 


ets of the world famous 
as well as 
hine, oper- 


yet producing the results you 
+++ JUSt as it is finished, 


This is your master OPy—teady 
for your finish 


ed layours and final 
TeProduction, You can Produce 
Our forme o b 


eeececee 
eeeeeeceee 
eeceeseece 
eeeteeeeee 

Ceeeesccses 
Ceeeccoees 
eeeeeseees 

eeeerecseee 
eeoeeeecces 

ee eeeceeeses 


Plate of a stencil—right in this ma- 
chine. The DS] is the Perfect 


answer to economical] Printing—be- 


~ cau [Euts vou to make Dro- 
il ill aia ce rerrey 


Se 
Or and 


eeeeeece 
eeeeeese 
Seeeeseee 
eecesese 
eeeeeeceee 
See eeeeeeeeeeeeeeresese 
7 
eereeeeeee 
eeeeseeee 
eerececes 
eereceseee 


"ve OY Push-button dashes, more e 

double lines, and almost every MONE Y-saving use of y 
tyPe of rule for any type of f 4 5 
noting * ' oft Set printers Services, A Ds) 


(Self in shore order, 


i k 5,N.J. 
RALPH C. COXHEAD CORPORATION-720 Frelinghuysen Ave., Newar 


Please send me Vari-Typer Booklet 153 


NAME 
oon UAV Rvcovsnes 
cocccccccccce CIT Voccccccccccccccscccs LONE 
PNEMEN EN a suenies bb ednsee cous sscacesve 


COMPANY 


Send for 
samples and 
illustrated 
literature 


All type in this ‘ad’ 
was ‘Cold-Typed’... 

in body copy was 
oeed on the Model 
DSJ and beads com. 
posed by ‘Headliner. 








~ “SIM ‘€ 23INVMIIW @ “S018 HISNGONIS ESZL 
Y, 


V, 


? *s[tejap Joyany 

JOJ SN 3}1IM JO JaUOTIEIS INOA 39g “YIOM JozeIU “J9}9q ‘I9}Sej} OP RIS INOA 

Y}eM pue — Woy} YIM sO aIQUa INOA dinby ‘aj A4ys FuNIIM AlaAa JOJ — 
peddy-wniprat Jo urejd — sjurod uad jo Ajatsea apim & Joyo suad-ipueyy 

*ysJy 34} SB Ysorj SAeYs YUT JO doIp se] 9y} — d}seM pue aejI0ds yuI spud 
Suryur , uonsy Areyjidey,, satsnjoxq ‘Asuow nod saavs uad-1puezy puy 
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QUEEN SYSTEMS CORPORATION 
frresenls the amaying 


29 MODERN MODELS including the world’s only 
column condensing and eliminating machines 


SPECIALIZED PARTS 
ORDER MACHINES 


MACHINES FOR 
ADDRESSING, 
INVOICING, 
PURCHASING, 
BOOKKEEPING, 
PAYROLL 


STURDILY 
CONSTRUCTED 
TO PROVIDE 
TROUBLE FREE 
PERFORMANCE 


MACHINES ARE 
PRODUCED FOR MORE 
THAN 30 YEARS 








Spirit carbon, Fluid, Master Units, 
Printed Forms and 


ALL SUPPLIES PRODUCED BY 
OUR OWN FACTORIES 


Exclusive Franchise for some Areas 
still open — PADI T ae) ite) se  bale), | 


Inquiries Invited — Literature Available 1055 Stewart Ave., Gorden aK New York 
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NATIONAL BUSINESS SHOW 


THE VOICE OF BUSINESS SINCE 1904 


=] 


This internationally famous exposition, in the world’s largest 


market and the world’s capital of business and finance 


has served for half a century, presenting the newest and 


best in business equipment and management methods. 


OCTOBER 19th to OCTOBER 24th 


y 1 P.M. to 6 P.M. 


Daily 1 P.M. to 10 P.M. ° Saturda 
e 


GRAND CENTRAL PALACE 


480 Lexington Avenue, New York 18, N. Y. 


Inquiries OF reservations for the 
1954 Show should be directed to: 
RUDOLPH LANG, Managing Director, 


33 West 42nd St., New York 36, N. Y- 


*Survey by John T 
y John T. Fosdick Associa 
sociote 
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Now! dependable speed 
wn photo-offset 
plate preparation with 


pre-sensitized photospeed P . 


Plastiplates ... acknowledged leader in 
offset plates are now available Pre- 
sensitized...come to you with all the 
major processing steps built in! After 
exposure, you merely desensitize...and 
the plate is ready for press! Just this one 
simple step. That’s all there is to it. 


Pre-sensitized Photospeed Plastiplates 
are so easily and conveniently prepared 
that you can make them at your own desk 
...Without running water. Preparation 
of these plates is so dependable, so fast, 
that you can now make 3 top-quality 
plates in the time it took to prepare one! 


What’s more, you’re certain of great 
fidelity in the reproduction of every de- 
tail, for Plastiplates are the nearest thing 
to stone lithography for offset duplication. 


For the full story on Pre-sensitized Photospeed 
Plastiplates send now for your free copy of 
folder DS 108 and a free demonstration. 


ROOM 1928, 315 FOURTH AVE., NEW YORK 10, N. Y. 


Gentlemen: I’d like to know more about dependable speed in offset 

plate preparation. 

[] Please arrange a FREE demonstration of Pre-sensitized Photo- 
speed Plastiplates in my office. No obligation. 

(] Please send me FREE Plastiplate folder DS 108. 








Firm 
Address 
City 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 











MONT ne. 


21 WEST STREET, NEW YORK 6, N. Y. 

















TELEPHONE HANOVER 2-5425 
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What the sewing machine did for sewing, ... securely fastens up to 20 sheets of me- 
the BATES ELECTRIC STAPLER does for stapling. dium weight paper. Say goodbye to tiring, 
A touch of the paper and the BATES ELECTRIC time-wasting manual stapling ... speed up 
makes its own rustless brass staple from a the job with a BATES ELECTRIC. Clip the coupon 
spool of wire... ‘“‘shoots”’ it quick as a wink for full information. 


5000 shots with one loading 

Smaller than a typewriter... only 27 Ibs. 

Extremely quiet 

Rubber “toes” prevent damage to desks 

Tested for 4 years... hundreds in use 

110-120 AC motor drive ... hair trigger switch 

Saves time and trouble... actually pays for itself in a short time. 


THE BATES MFG. CO., 30 Vesey St., New York 7, N. Y. 
Dear Sirs: | would like more information on the BATES ELECTRIC STAPLER. 


> Orange, W.J. © N.Y. Offices, 30 Vesey St. 
Staplers Pertorators My stationer is 
List Finders Eyeleters, etc. Address 





Which File 
of Papers 
Is Yours? 


Rid your files of soft folders and loose filing, with 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard 
incorporate the ACCO Fastener of 
smooth pliable steel for the all-im- 
portant safety factor. Each paper, 
punched and placed over the prongs 
of the ACCO Fastener, retains its 
proper place in the folder by date, 
number, or other required sequence, 
and is not subject to accidental loss 
or misplacement. 


The unique Accobind 


transfer 


feature enables the bound units to 
be withdrawn from the metallic 
holding device in the folder, to be 
placed — ready-indexed — in the 
transfer file. With a new Indexing 
Sheet and ACCO Fastener intro- 
duced into the slideway of the 
Accobind Folder, it continues on, 
year after year, to give you a 
supremely fine filing-binding service. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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Do You Purchase 
Office Supplies? 


Do you desire the Best in Specials? For instance, Carbon 
sewed in Binders, Carbon for Ozalid systems, for Duplicating 
Systems, Opaque Ribbons for Photography. Carbon Ribbons 
for I.B.M. or other machines. Carbon in School Folders. 
Sharp, Clean Carbon for Accountants’ Balance Sheets or 
Varityper Carbon Ribbons or regular Typewriter or Pencil 
Carbon? 


OR, Silk Ribbons, Nylon Ribbons, Addressograph, Tabulat- 
ing, Teletype, Checkwriter or any for I.B.M. as Interpreter, 


Printer, Bank Proof or Executive machines. Ribbons for 
Offset work, Laundry Marking Ribbons. Opaque ribbons for 
Blue Print, Stencil cutting ribbons, Checkwriter ribbons, 
Speedaumat, etc. 


Whatever you use, the Kee Lox Mfg. Co. is known as 
Headquarters for all special widths or lengths of inked 
ribbons. 


WRITE: | 
KEE LOX MFG. CO., Rochester {, N. Y. 


or any of its 32 Branches in the larger Cities of the U.S.A. 








Special Export Prices for orders shipped abroad. 
Agencies open in Foreign Countries. 
Write, Attention Export Dept., Rochester 1, N. Y., U. S. A. 
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EVERY ONE 
A PERFECT 








No slightest flaw is ever permitted to mar the 
gem-like perfection of these rollers and 
blankets. Each is subjected to 17 different 
types of inspection, before shipment. This 
special care assures you of superior performance 
no other accessory can equal. And you pay 

no premium for this de luxe quality! 


RAPID ROLLER hemline 


D. M RAPPORT. Pr Federa 26' et CHICAGO 16 
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“WHEN ASSEMBLING VITAL FIGURE FACTS 
DO YOU USE THIS 


TALLY MARK HH 


IN YOUR OFFICE or PLANT? 


— iii 
———--, 


You dont have to! 3 
Now you can substitute a faster, easier and more 


accurate method to tabulate and segregate these 
important statistics and ECONOMICALLY! 


How?...The DENOMINATOR Way! 





COUNT, TABULATE 
and SEGREGATE 
with ONE FLICK of 
your FINGER. 


For complete details 
Sy write Dept. OM-10. 12 Unit—2 Step Denominator 


THE Denominator Company, INC. 


261 BROADWAY NEW YORK 7, N. Y 


Manufacturers of Tabulating Machines for over 35 years 
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The brand 
Wa Nery Demand 


Read How FLAGSHIP’S Patented Metallic Back Helps 
You Hold Your Inventory Down... Push Profits Up! 


If trying to satisfy the many different demands, tastes and whims of carbon paper 
wiles wet has saddled you with an inventory overfat with different brands, weights 
and finishes — you'll want to read every word of this. But we'll tell you right away — 
you can solve all your problems with one line—metaliic back Flagship. Like Topsy, 
most stocks of carbon paper just grow. First, a basic stock. Then special numbers for 
special customers. Then new items as they come out. Then this, then that. Today, for 
every carbon paper number a fellow can sell, the chances are he’s carrying two no- 
body —even in his own organization— understands or wants! Dead stock piles up: . . 
and dead dollars that could be pulling profits in other merchandise. But that can never 
be the picture when you carry Flagship. Because of its patented metallic back and 
scientific carbon balance you can actually sell more carbon paper and realize bigger 
profits with less stock! Here’s why: 





With Flagship you don't have to load up with “fringe” weights and intensities. Flagship is 
so ingeniously constructed, inked and finished that a few numbers do all the jobs there are! 


crisp, metallic back — looks, feels and is clearly superior — gives your people something new 


re) The simplified Flagship line is easier for your sales staff to explain and sell. And the 
end tangible to talk about! 


When your customers need more carbon paper they'll come back to you for easily recog- 
nized, easily remembered Flagship! 


Quite a story? There's plenty more to it—other ways that Flagship speeds turnover, 
widens profit margins, gets new business and steady repeats. A postcard or letter 
today will bring you the whole eye-opening array of facts. 


CARBON AND RIBBON MANUFACTURING CORPORATION 
ALLIE General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 3404 So. Main, Los Angeles 7 
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plan on this RULE 


for greater profits 








More sales and greater profits .. . these are the benefits that 
the Crestline Office-Plan-Rule brings you—and to all Security 
Steel Dealers. 


This is because enthusiasm—intense and active—for improved 
office appearance and efficiency is being generated by this in- 
genious office management self-aid tool ... an enthusiasm that 
can be made evident, immediately and directly, in your sales 
and profit picture. 

As a Security Steel Dealer, these Crestline Office-Plan-Rule 
sales leads will come to you as fast as they are received. As 
you act on them so will your business react. 





js & LI 
KID by SECURITY STEEL EQUIPMENT CORP. 
AVENEL, NEW JERSEY 
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Hlean Write PRODUCTS 








Sell THEMSELVES 


KLEAN-WRITE Super Stencils and 
KLEAN-WRITE Nylon Ribbons are two 
of the leaders that mean 
MORE PROFITS for you! 


They sell themselves...they’re the stenographers’ choice from coast to 
coast because they're the finest available! KLEAN-WRITE products will 
bring you new accounts as well as a tremendous re-order file... 

ALL OF WHICH ADDS UP TO MORE PROFITS FOR YOU! 
Sia ei wi in on Frankel’s 47 


Please send me detailed information on Frankel’s years of manufacturing 
“Exclusive Dealership” Plan. know-how ...cash in on 
Signed KLEAN-WRITE quality! 
Address ia Send for descriptive liter- 
City__ ature today! 























FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. * DENVER, COLORADO 
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These cards 


are marked 
for 


HIGH PROFIT! 


oY Ramer: 


The dealer who wants bigger profits knows there’s no 

gamble with Monroe! Monroe backs a dealer with the prestige of that long 
established name... gives him the features his customers are looking for... increases 
his volume with an up-to-date line of calculating and adding machines... and 


increases his profit! Multiplies the wide Monroe line by one of the widest profit margins! 


Cash in on this Opportunity! la aaa aia 
Mail the Coupon Today! Dealer Sales Division, 555 Mitchell Street, Orange, N. J 


Tell me how | can cash in with the popular, fast-selling Monroe line. 


MONROE |“. 


CALCULATING AND ADDING MACHINES 
STREET 
MONROE CALCULATING MACHINE COMPANY, INC. 


Dealer Sales Division, Orange, N. J. 


THe Orrice—May, 1953 








™ 
naaad 
© 
as 
_ 
a 
© 
we 




















Save up to 45% 


on Active Record Costs 
with ROL-DEX* by Watson! 


established 1887 


ROL-DEX installation in the office of a large eastern railroad. 


Here's How You Benefit: 


There's less operating cost per filing inch with ROL-DEX! It's noise- 
less and without maintenance cost, because ROL-DEX 

needs no motor—records roll to the seated 

operator on ball bearings! 


* Pat. and Pats. Pending 


NO WALKING, STOOPING “S@GQeeeeeeeeeeeeeeseaaeaaa 


, = WATSON MANUFACTURING CO., Inc." 
OR SQUATTING! Rol-Dex Division, Dept. 0-6 - 
Jamestown, New York 


See ROL-DEX at the 
1ASA Convention 

June 1, 2 and 3 

Palmer House, Chicago 


Please send me information about ROL-DEX rolling record units. 


Company 
N Title 
Zone 
State 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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ROSE know-how’ 
makes a world of DIFFERESCE 


a | al soma ala lili ie Th ate cat le Ri in ana ia teeta - 


Really scientific achievement is considered 
accomplished only after timeless research 

. and indefatigable testing. ROSE 
Products are produced that way! Labora- 
tory tested . . . proven . . . dependable. 
Rose Products are dependable because 
they rank highest in performance and 
satisfaction. 











re ene een me ee 


Specialists in the manufacture of: 


MASTER UNITS (Plain and Printed) 
¢ SPIRIT CARBONS 

HECTOGRAPH CARBONS 

Hektowriter Rolls 

Also Duplicating Fluid and Hand 

Cream 





R . S RIBBON AND CARBON. 
oJ 2 MANUFACTURING CO., INC. 


General eve pe mee pactorn giaisison " 





Ce gilt Ra 
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Greatest Work-Saver Ever Offered 


AT A PRICE EVERY OFFICE CAN AFFORD! 


=( old -O-matic 
DESK MODEL FOLDING MACHINE 


AUTOMATIC FEED—HAND 0p. Compact, recone Fold-O-Matic gets mail and girls 
TROL No ‘cette outlet needed— out on time! Handles all types of office folding jobs 


4 = a ae ga to adjust fast: letters, statements, invoices, circulars, bulletins, 
SIMPLE TO USE—Anyone can run etc. Speeds output, cuts clerical costs. Perfect for club, 
Guitttin yt he ®, irecjows _ lettershop, public steno or business office. Where high- 
— ue toa" xt two Mis obs +» Wage workers now waste expensive time hand-folding 
set it for any type of fold. : P 

SINGLE OPERATION FOLDS 500 sheets per hour, Fold-O-Matic will turn out 500 


D 
AND ADDS VERTICAL CREASE perfectly folded pieces in just 
Exclusive ‘‘Vertical Creaser’’ creases 


for vertical fold and No. 6 envelope. 5 minutes! 





Another outsianding OLUME IS US 


M PRINT-O-MATIC | C0., INC. ? 10” 


Merchandise Mart © Chicage 54, If. 
@ West Coost Representative 
CHARLES T. BYRAM 


420 Market St. 
Sen Francisco 11, Calif. 
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No other stands 
have the fine features of 
Tiffany. Office workers 
choose them because of 
quieter operation, less 
operator fatigue, mini- 
mum vibration... hence, 
fewer mistakes. Manage- 
ment prefers them for 
their economy, and rigid, 
quality construction. 
Since Tiffany Stands are 
designed to last a life- 
time, they actually cost 


less per year of service. 
MODEL "S” 


(Available with extra 


leaf on right side.) gn 


& \ | 
Write for illustrated brochure. i F * te rt 4 

Tiffany Stands are available 7350 FORSYTH Stand 
at better stores everywhere. ST. LOUIS 5, MO. 


Co. 
SCC eR | 
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Have your office routines had 


a good “physical” lately ? 


Reports late? Costs rising? High clerk turnover ? 


Vital facts missing? Snail pace record keeping ? 


ANY OF THE symptoms mentioned above are showing up in daily business, 
large and small. 

And at the root of the trouble are our poor friends—the records. Records 
going through obsolete motions and procedures that wear out their usefulness fast! 

Many of these motions and procedures are “hangers-on” of past business 
eras when requirements and work volume were not as important. But today, 
efficient record systems with the important element of “control” are virtually a 
necessity. 

If you suspect that there are record-keeping routines in your office that 
could stand examination and overhaul for positive record efficiency, here’s an 
offer that’s hard to beat..... 

At no obligation to you, a qualified Diebold specialist in record systems 
will study your particular record problem and submit an “easy-to-understand” 
survey of its adequacy and efficiency. 

Why not make sure that your routines are in “A-1” condition by requesting 
an examination today 


COME SEE US at the 
NOMA Show in_ Boston 
May 25-28! Diebold Sys- 
tems equipment will be ex- 
hibited and demonstrated 
in Booths 618-620-622 in 


Mechanics Hall. We'll be 
looking for you! 


FLOFILM Cameras — com- 
plete modern line—finest 
today Above-—high 
speed 14° model for 
general microfilming 


FLOFILM Processor — for 
privately developing your 
own microfilm — quickly, 
easily —completely auto 
matic operation 


FLEX-SITE Visible Margin 
Binders—for efficiency on 
policy records, stock con- 
trol, sales and various 
other business records 


TRA-DEX Vertical Visible 
Files —easy operation — 
unusval 3 margin con- 
trol for production, stock 
ind accounting ledgers 


SAFE-T-STAK Steel Storage 
Files—give up to 

more filing space in the 
same area — protect rec 
ords for decades—7 sizes 


CARDINEER for efficiency 
filing —handles every 
fype record in every 
kind of business — 5500 
records in 3 sq ft 


PLANETARY Cardineer — 
for systems needing co 
pacity of 2500 records— 
adds new ease and speed 
to posting and finding 


V-UINE Trays speed up 
machine billing with 
smooth, easy file op 
eration — for accounting 
forms and billing 


FLOFILM Reader — Ameri 
cas finest — offers the 
clearest picture today— 
push button controls — 
magnification, 18 to 36x 






































A MUST for every 


Executive Office 


UNIVERSAL Vacuum Pitcher Set 


As a distinguished office appointment that performs a 
valuable service, there’s nothing finer than the handsomely 
designed Universal Vacuum Pitcher Set. The one-quart 
glass filler keeps water and other beverages at constant 
temperature for hours. It comes complete with matching 
tray and two crystal clear glasses. Sets are available in 
chrome, walnut, mahogany, bronze, ivory or grey. 

Write us today for all the facts. 





Retails 


ue N IVE RSAL from $21.95 | 


om  TAND SS gr en anv ack LARK; i NEW Bi RITAIN, CON: - , 
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The Olivetti Fully Automatic Caleu- 
lator offers e a permanent record of 
all calculations and results on printed 
tape e automatic credit balance and 
combined-operations features e fully- 
automatic calculator features com- 
bined with high-speed, high-capacity 
adding, subtracting and listing e 
trouble-free dependability. No spe- 
cialized operators required. More than 
10,000 now profitably serving large 
and small American businesses. 


Olivetti Salesand Service extendsthrough 
90 countries on five continents, with main 
plants in Italy, Scotland, Spain, South 
Africa and Argentina. Now 420 dealers 
in the United States serve more than 
7,500 companies using Olivetti Fully 
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Automatic Calculating Machines. For 
information on Olivetti products avail- 
able in the U. S. A. and a demonstration 
at your office, write to Olivetti Corpora- 
tion of America, Dept. J., 580 Fifth 
Avenue, New York 36, N. Y. 





STORMS GIVES YOU 
100% CUSTOMER PROTECTION 


By packaging and imprinting Carbon 
Paper, Inked Ribbons and Carbonized 
Rolls UNDER YOUR OWN BRAND 
NAME, That's why you don’t have to 
compete with the store down the street. 
YOUR OWN PRIVATE BRAND is in- 
surance against changes in selling and 
distribution policies. 


Storms’ customer protection has ap- 
pealed to dealers all over the country 
for over fifty years ... because dealers 
know that protection means repeat sales 
and profits. 


DID AIO DOIN ODI OAS. 
—< 


gives you 


100% 


Ee esTOMER decd sclnises 


It will pay you to namniions Storms 
Personalized service which identifies 
Carbon Paper by printing YOUR OWN 
BRAND NAME directly on each sheet. 
Let us tell you the complete story of 
the STORMS PRIVATE BRAND PRO. 
GRAM. Please use the coupon... or 
write on your letterhead to Department 
03. 


H. M. STORMS COMPANY 


STORMS BUILDING 
BROOKLYN 38, NEW YORK 


M. M. STORMS COMPANY 

Storms Building, Brooklyn sad N.Y. 

Gentlemen 

We are interested in the storms PRIVATE BRAND PROGRAM 
Please send us complete information end somples 





Manufacturers of 
the Complete Line Dempeey tome, 
. That Stands Address 

the "Test of Time 








Cay lone State 


EEE ' 
RUISASbON Paper ¢ inkéalfibbone ¢ carbonized Foul 
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EASIER TO USE! COSTS LESS! 


W-2 FORMS ror 1953 











ERP LOVER BY WRON PAID Hime otdram and exnel mertty vienthostion camber) : 





TION,” but not more than $3,600. 








A SIMPLE “SNAP-OUT” MOTION INSTANTLY SEPARATES FORMS & CARBONS 
Original and Duplicate Remain Attached Without Carbon. 


6 SETS TO A STRIP ‘fame 5 W-2 pa Eivelapee Giekodings eocken 

CARBONIZED IN QUADS, er’s imprint can be ‘shipped within a few days es 

QUINTS AND SEXTUPLETS rte dass of order. o 
Tailor-made so that Federal, 
City and State Forms can be 


prepared in one operation. IMPOR TA NT: 


e 5- and 6-part forms in- 


clude special copies for Write today for schedule of 
various states and cities. low prices and sample mele 


Special 5-part forms for 
New York and North 


Carolina include 1.B.M. P No INCREASE IN PR 


Cards required for those 
states. 


-WE GUARANTEE 


That our W-2 Forms will be 


acceptable by the Treasury S-K FORMS co 
Department until January & 


ee cteeae 1619 WALNUT STREET 
change we will overprint 


or replace AT NO CHARGE PHILADELPHIA 3, PENNA. 


to you. 


S-K AND CAHILL LABOR SAVING ACCOUNTING FORMS 
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CHECK THESE FEATURES. 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 


office appearance. 
@ Shipped fiat. Assembles quickly and easily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 








Phantom view shows how one unit stacks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 








No. 511 LETTER SIZE 


Inside Drawer Dimensions: 124%” x 1012” 


x 24” long. 
PRICE, CARTON PRICE, 
EACH EACH 
- $4.90 
5.35 


$4.70 
$.15 
5.40 
PACKED FLAT—6 to CARTON, Wt. 48 Ibs. 
Unit consists of four pieces, shell, drawer 
and two steel stackers. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 
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THE BIG 5 


IN STENCIL DUPLICATING 


wat 


TEMPO ALL-ELECTRIC 
OFFICE PRINTER 


for speed—efficiency—beauty 


TEMPO FILM STENCIL 
will produce better copies 
than any other stencil, regard- T £ M PO { ¥ KS 


less of typewriter used for 
cutting 


Designed to produce beautiful copies 

| and meet your specific requirements 
DO 
(7 a WRITE FOR CATALOG showing complete 


dat: vt bat one line of Tempo Duplicators, Stencils, 


STENCIL 
DUPLICATING PRODUCTS Inks and Accessories 








MILO HARDING CO. 


MILO HARDING 434 W. Pico Bivd., Los Angeles 15, Calif. 
Please send illustrated catalog 
COMPANY 


Established 1904 
434 WEST PICO BOULEVARD, pom 


LOS ANGELES 15, CALIFORNIA 


Neme 
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in, pemer 


It’s not just a wastebasket 
it’sa... 


VWLCOT --~ 


TRADE MARK 


When you buy Vul-Cots, you are getting more 

thana mere receptacle for holding waste paper. 

You are buying economical waste handling, 

for years. Every Vul-Cot you purchase carries 

with it a 5-year guarantee. Cut your mainten- 

ance and replacement costs—end your waste New Square Top—2A 
handling worries now—just say Vul-Cot. 

The two Vul-Cots illustrated are new in the line. All Vul-Cots are 
made of hard vulcanized fibre, they look better and last longer. Colors 
do not chip off; double rolled tops do not break. They are light- 
weight, noiseless . .. exclusive bonded seam construction gives added 
strength. Vul-Cots do not crack, splinter, dent, rust or corrode. 
Standard colors: maroon-brown and olive-green. Write today for 
catalog price sheet—Dept. 0-5 


For Sale by Stationers and Office Supply Houses Everywhere 


NATIONAL VULCANIZED FIBRE CO. 


Wilmington - Delaware 








OFFICE 
MACHINE 
STANDS 


GENERAL SPECIFICATIONS: 


Frame 24%2"’ wide, 1734" deep, sim- 
ple elevating device. 3'’ diameter 
casters. 1” steel tubing. When in 
rolling position, distance between 
casters 25%’ depth x 19%” width. 


Top 18x18’. Drop leaf attachable 
either side 16x18”. 





Adjustable Ball Foot as- 
| sures stability on uneven 
Shown with the IBM (20 carriage) " 7 floor 
ELECTRIC TYPEWRITER 


GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
not vibrate. Drop leaf goes on either excess of typical machines. Life time 
side. Exceptional operator comfort. service guarantee. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 


ESTABLISHED 1921 








© Orders written on a 
Colitho plate 

®@ Plate mailed to factory 

@ No transcriptions —no 
copying errors at factory 

@ Copies run off for pro- 
duction, shipping, invoic- 
ing, accounting 


© Costly order 
eliminated 


© Time saved—costs slashed 


typing pool 


Wherever paper work requires more than one 
legible copy, a Colitho Business System can 
be used to speed the operation, eliminate 
transcription errors, and cut clerical costs. 
Colitho paper offset duplicating plates, plain 
or pre-printed, can be incorporated in single, 
multiple part, flat pack or roll forms. Colitho 
Business Systems provide for variables and 
blackouts, deletions or additions. Partial in- 
formation can be added at any time. All busi- 
ness paper work lends itself to simplification 


a 





Name. 


Colitho Division, CoLUMBIA RIBBON & CARBON Mga. Co., Inc. 
605 Herb Hill Rd., Glen Cove, New York 

Please send information about Colitho and Ready-Master 
Business Systems. 

Our duplicating equipment is: Offset [] 


SPEEDS ORDER 
PROCEDURE FOR 
KROEHLER MFG. CO. 








through a Colitho System.* Regardless of the 
kind of business you are in, Colitho Systems 
offer time and money savings in purchasing, 
manufacturing, distributing, selling, billing and 
accounting. For more information, mail the 
coupon attached to your business letterhead. 
*Where spirit duplicating equipment is used the 
same results can be obtained with a Columbia 
Ready-Master System. 
Colitho Division 
COLUMBIA RIBBON & CARBON MFG. Co., Inc. 


Spirit FD 





OFFSET DUPLICATING 
Company. 





PLATES AND 


Address 





SUPPLIES poe 
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NE 
Books 


GLOSSARY OF TERMS USED IN METHODS, 
TIME STUDY & WAGE INCENTIVES, Society 
for Advancement of Management, New York. 
pp. 32, $1. 

Contains 332 definitions compiled by 
93 management executives to reduce aim- 
less discussion and hair-splitting by both 
management and unions. Each term and 
expression is defined according to its in- 
terpretation by the greatest number of 
experienced people who successfully use 
the terms professionally. 


HANDBOOK OF FACTS ON WOMEN WORKERS. 
Government Printing Office, Washington 25, 
D.C., pp. 121, 30 cents. 

Covers the employment of women; in- 
come, wages and salaries; economic re- 
sponsibilities; standards for employment; 
summary of state labor laws for women; 
political and civil status of women; their 
education and vocational training; wom- 
en’s national organizations and a se- 
lected bibliography. Ask for Catalog 
No. L 13.3:242. 


The following publications, compiled 
by the Department of the Navy, are 
available from the Government Printing 
Office, Washington 25, D. C.: 


OFFICE EQUIPMENT HANDBOOK, Catalog No. 
D-201.6/6:951, 20 cents. 


OFFICE EQUIPMENT GUIDE: STENCIL PREPA- 
RATION TECHNIQUES, Catalog No. D-201.6/7: 
805.1, 10 cents. 


OFFICE EQUIPMENT GUIDE: CONTAC-DRI INK 
TECHNIQUES, Catalog No. D-201.6/7:805.2, 
5 cents. 


OFFICE EQUIPMENT GUIDE: INTRODUCTION 


TO VISIBLE RECORD SYSTEMS, Catalog No. 
D-201.6/7:408.1, 20 cents. 
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FREE Five Day 


Examination! 


WHAT! 
WHEN! 
HOW! 
WHY! 


$5.50* 


125 Large 8!/." x II" Pages 
22 Full Page Illustrations 
21 “Live” Exhibits 





By the Same Author 
THE TECHNIQUE OF SYSTEMS 
AND PROCEDURES 
345 Pages 7" x 9 $1 5.00* 


85 Illustrations 





*Save delivery charges by sending 
check with order. Same return 
privilege. 


OFFICE RESEARCH INSTITUTE 
P. O. Box 1303, Miami 43, Fla. 


POET 


6 


Mn 








TA 


B 





with revolutionary, new 


SINGLE-UNIT TRANSCOPY DUPLEX 


Remington Rand has done it again. Now a single-unit 
machine is available for the Transcopy method of photo- 


copying...the brand new Transcopy Duplex. This 


space-saving, time-saving, work-saving development 
gives you, in seconds, positive ready-to-use photocopies 
of any record, written, printed or drawn — up to 1412” 
wide and of any length. 


GET ALL THE ANSWERS IN FREE FOLDER 


ROOM 1929, 315 FOURTH AVENUE, NEW YORK 10, N.Y. 


Gentlemen: I am most interested in finding out how I can 
use the Transcopy photocopying method in a single ma- 
chine. Please send me, without obligation, free folder P-344 
explaining in detail the operation of Transcopy Duplex. 
NAME POSITION 
a 


ADDRESS-_ 
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34th Annual NOMA’ Conference _ 
and Equipment Exposition in 
. / Boston; May 24 fo 28 


HE 34th annual conference of Na- 

tional Office Management Assn. will 

be supplemented by the largest ex- 
position of business equipment in 
NOMA’s history in from May 
24 to 28. Technical will be 
held at the Hotel Statler with registrants 
staying at that hotel and at the Shera- 
ton Plaza three blocks away. The equip- 
ment show will be held in Mechanics’ 
Hall. 

“Dynamic Leadership for Better Man- 
agement” will be the theme of this 
year’s meeting and the keynote speaker 
will be Harold F. Smiddy, vice presi- 
dent, General Electric who is in 
charge of his company’s management 
consultation services division. The annual 
business meeting will follow his opening 


Joston 


sessions 


¥ 
Co., 
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address on Monday morning, 
and five new officers and eight 
are to be elected. The first technical ses- 
sion Monday afternoon will hear Dr. 
Douglas McGregor, president, Antioch 
College, who will define the principles 
and practices of an executive develop- 
ment program. Prof. George W. Tay- 
lor of the University of Pennsylvania 
will follow with an evaluation of the 
current social and eeonomie scene to 
indicate the changes which should in- 
fluence management’s approach to re- 
cruitment, utilization and motivation of 
its non-administrative personnel. The 
final speaker on Monday afternoon will 
be Frederick M. Roberts, organization 
analyst for Atlantic Refining Co., who 
believes that we can best determine the 


May 25, 
directors 


67 











“ideal” organization structure by an 
analytical method which eliminates the 
consideration of personalities. By modi- 
fying this structure to fit the capacities 
of existing or available executive per- 
sonnel, we can continue to operate effec- 


68 


tively while striving to attain our ideal. 

Tuesday’s technical sessions open that 
morning with an outline of how the 
modern office can become an invaluable 
clearing house for all types of business 
information to aid administrative deci- 
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sions. The speaker will be R. L. Lueas, 
treasury manager at Shell Oil Com- 
pany’s Houston refinery. He will be fol- 
lowed by Harold C. Pennicke who was 
a senior associate of William H. Leffing- 
well and who will review the physical 
facilities necessary to provide the proper 
environment for office workers. At the 
Tuesday afternoon session, Ray R. 
Eppert, executive vice president, Bur- 
roughs Adding Machine Co., will bring 
the registrants up to date on improve- 
ments in office equipment which have 
been made since the last NOMA annual 
meeting. 

The annual banquet, as usual, will be 
held Tuesday evening, and the speaker 
this year will be Dr. Norman Vincent 
Peale, author, Jecturer and clergyman 
who has written several books and does 
a syndicated newspaper column on the 


W. MILLER BENNETT 
Schulhof Award Winner 


HARRY W. NOCK 
Schulhof Award Winner 
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technique of successful living. Dancing 
will follow the banquet. 

Wednesday, the final day of the con- 
ference, will be devoted to a panel dis- 
cussion on how to organize an office 
methods program. On the panel will 
be Charles O. Libbey, Tennessee Valley 
Authority, N. O. Couvillon, Esso 
Standard Oil Co., and James Green- 
wood, Massachusetts Mutual Life Insur- 
ance Co. They will acquaint the office 
executives in attendance with the need 
for systematic organization and plan- 
ning for improvement of office methods 
and procedures to provide the improve- 
ment program with the best coordina- 
tion of all its various parts. To achieve 
this, the program must be properly 
planned and controlled throughout. 

Over 80 manufacturers and distribu- 
tors of office equipment will display and 


por . . ' 


HUGH A. WICHERT 
Leffingwell Medalist 


HARRY J. VOLK 
Fellow of NOMA 





demonstrate their products at NOMA’s 
annual “All Purpose” business show 
which is expected to attract an estimated 
30,000 to Mechanics’ Hall, a short dis- 
tance from the conference headquarters 
hotel. The show will be open every 
afternoon and evening that the confer- 
ence is in session, plus one additional 
afternoon and evening. Adequate time 
has been allowed in program planning 
for delegates to make a thorough tour 
of the display booths. Each company 


participating in the exposition will pro- 
vide a team of trained representatives 
who will demonstrate and explain the 
products, and devote as much time as 
required to answering individual ques- 
tions and explaining 


applications of 


their products under individual office 
conditions. Full cooperation in con- 
ducting the show has been received from 
Office Equipment Manufacturers Insti- 
tute, Wood Office Furniture Institute 
and Metal Business Equipment Indus- 
try. 

A conference registration of 1,800 
is expected and, if this goal is reached, 
this will be the largest event in NOMA 
history. Many members will bring their 
wives and families and a special pro- 
gram for wives and guests has been ar- 
ranged, according to Richard B. Hodges, 
chairman of the conference program 
committee. 

Commenting on the important place 
of NOMA’s annual conferences and ex- 





Acme Visible Records, Inc. 
Addressograph-Multigraph Corp. 
Alma Desk Co. 

Art Metal Construction Co. 
Bankers Box Co. 

Charles Bruning Co. 

Burroughs Adding Machine Co. 
Chart-Pak, Inc. 

Clary Multiplier Corp. 

Clemco Desk Mfg. Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 
Corry Jamestown Mfg. Co. 
Ralph C. Coxhead Corp. 
Cramer Posture Chair Co. 
Cummins-Chicago Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Inc. 

Domore Chair Co. 
Doten-Dunton Desk Co. 

Thomas A. Edison, Inc. 

Elliott Addressing Machine Co. 
Esterbrook Pen Co. 

Executone, Inc. 

Friden Calculating Machine Co. 
General Fireproofing Co. 
Geyer Publications 
Globe-Wernicke Co. 

Gray Mfg. Co. 

Haloid Co. 

Hamilton Mfg. Co. 

High Point Bending & Chair Co. 
Hoosier Desk Co. 

Imperial Desk Co. 

Indiana Chair Co. 

Indiana Desk Co. 

International Business Machines Corp. 
Invincible Metal Furniture Co. 
Jasper Chair Co. 

Jasper Desk Co. 





At NOMA’s Annual Office Machinery 
and Equipment Exposition 


Jasper Office Furniture Co. 
Jasper Seating Co. 

Johnson Chair Co. 

Leopold Co. 

Marchant Calculators, Inc. 
Master Addresser Co. 
McBee Co. 

Metal Office Furniture Co. 
Monroe Calculating Machine Co. 
Mosler Safe Co. 

Myrtle Desk Co. 

National Blank Book Co. 
National Cash Register Co. 
National Litho Forms 

Nettle Office Equipment Co. 
THE OFFICE Magazine 
Olivetti Corp. of America 
Ozalid, Div. General Aniline & Film Corp. 
Peirce Wire Recorder Corp. 
Pitney-Bowes, Inc. 

Recordak Corp. 

Remington Rand, Inc. 
Rite-Line Corp. 

Robotyper Corp. 
Rockwell-Barnes Co. 

Royal Typewriter Co. 
Security Steel Equipment Corp. 
Shaw-Walker 

Sikes Co. 

Simplex Time Recorder Co. 
SoundScriber Corp. 
Standard Register Co. 
TelAutograph Corp. 

Thomas Collators, Inc. 
Tiffany Stand Co. 

Todd Co. 

Underwood Corp. 

Victor Adding Machine Co. 
Wheeldex Mfg. Corp. 

Wood Office Furniture Institute 
Yawman & Erbe Mfg. Co. 








THe Orrice—May, 1953 





NOMA's NATIONAL OFFICERS AND DIRECTORS. In front, |. to r.: J. C. Hodges, Canadian 
National Railways, vice president; F. L. Haskell, Wallace Barnes Corp., vice president; J. B. 
Andrews, Carnation Co., president; K. W. Moore, Chicago Title & Trust Co., Ist vice president; 
A. G. DeVaughn, Retail Credit Co., vice president; R. G. Sinn, Detroit Edison Co., vice presi- 
dent; K. A. Crawley, Stephens College, area 9 director. Rear: D. D. Jamison, General Fire- 
proofing Co., area 6 director; s H. Barnes, Standard Hosiery Mills, area 3 director; F. S. 
Talcott, Brown & Bigelow, area 8 director; F. H. Heller, Remington Rand, Inc., area 10 direc- 
tor; B. W. Leonardson, Prudential Insurance Co. of Great Britain, area 13 director; A. B. 
Porter, Hood Rubber Co., area | director; R. F. Tiffin, Neon Products of Western Canada Ltd., 
area 12 director; R. P. Brecht, University of Pennsylvania, immediate past president; W. B. 
Strohm, International Business Machines Corp., area || director; C. G. Smith, Tennessee East- 
man Co., area 4 director; A. G. Mann, Wood, Child, Mann & Smith, area 14 director; W. H. 
Evans, executive vice president. Not in photo: J. W. Miller, Goldey Beacom School of Business, 
area 2 director; F. A. Schultz, Unity Life & Accident Insurance Assn., area 5 director; D. F. 
Carrell, Bell Telephone Co. of Pennsylvania, area 7 director. 


ciples and practices. It has been bold 


positions in the scheme of modern busi- 


ness and industry, Mr. Hodges said that 
the challenge of greater production at 
reduced cost which developed during the 
war has continued throughout the post- 
war years and is still the major con- 


sideration of management executives 
everywhere. In spite of setbacks by 
shortages of manpower and materials, 
and by government controls and back- 
breaking taxes, he said, business and in- 
dustry have continued to grow and to- 
day are producing more efficiently than 
ever before. 

“Management—the brains of busi- 
ness—has wrought this miracle of 
efficiency,” said he, “through its ability 
to make the right decision at the right 
time. Management has acquired its pre- 
cise decision-making skill by sharpening 
its own analytical ability and broaden- 
ing its knowledge of operating prin- 
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in making changes when changes were 
needed.” 

He continued that in the past decade, 
more and more executives have awak- 
ened to the fact that exchanging in- 
formation freely among themselves, 
without regard to the barriers of com- 
petition or secrecy, pays off in higher 
production and better business for all 
concerned. “Most executives realize that 
a company’s management can no longer 
afford to seal itself off and manage 
operations from the inside. Today’s 
problems require a give and take of 
ideas throughout the management pro- 
fession.” Chairman Hodges pointed out 
that it is “because of this need on the 
part of executives for more and more 
management know-how that conferences 
like NOMA’s have become of vital sig- 
nificance.” 





One Expert Doesn’t Make a Form 


CHARLES O. LIBBEY 
Head, Oftice Methods Staff, Tennessee Valley Authority, Chattanooga. 


form design often assumes a wisdom 

which could hardly exist. In many 
articles our hero appears to know all 
about any form, its why-what-when- 
where-how-and-who, its life cycle and 
utility, its need and requirements, its 
background and all its relationships. It 
might appear to the uninitiated that all 
the busy executive had to do is to turn 
his ideas over to this bright young man 
and all would be well. I am afraid that 
all would not be well. One man alone is 
only one man. 

Sometime ago and after I had spent 
years in active forms design, I required 
a record for my staff activities. My 
primary interest was the purpose of this 
data, and yet I must have put some 
thought into the arrangement. 


Te: forms analyst who writes on 


had trained my forms analyst, and it 
was with some diffidence that he pre- 


sented a redesign of my own form. As 
I viewed his draft, I was pleased to find 
that without changing my data and pur- 
pose he had improved the design and 
method. 





OPERATING OFFICE 


I myself 


JOINT RESPONSIBILITY 


This episode taught me two things: 
first, that one has to work continuously 
in forms design to be alert to all pos- 
sibilities; and second, that the person 
who has in mind the objective of the 
form and the person who works out the 
mechanics and method, approach the 
problem from two different points of 
view. A good form !s the product of at 
least two minds. 

The forms analyst must have the 
know-how, but he must also have the 
know-how-much. He makes progress by 
borrowing thoughts from others, apply- 
ing them to his own purposes, and lend- 
ing them to others in the relay race 
of progress. He cannot know all. His 
work is largely collaboration. He fur- 
nishes the techniques and methods, his 
client furnishes the objectives and pur- 
poses—each has a contribution to make. 
It is the meeting of minds that is forms 
coordination. 

In the development of each form, one 
comes upon two areas of primary in- 
terest and one of joint responsibility : 

(Continued on page 190) 


FORMS ANALYST 
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$B OG eaeeen 
BORGRRRGREEiti 


A night view of Brown Shoe Company's new office building. 


HE new $2,500,000 office building of 

Brown Shoe Co., in the Clayton dis- 

trict of St. Louis, was designed to 
conform to the community’s Colonial 
trend. It is situated on a 91-acre tract 
which cost an additional $500,000 and is 
built of reinforced concrete trimmed 
with variegated red brick and gray In- 
diana limestone. The main entrance is 
of Indiana limestone and Minnesota 
granite with large areas of aluminum- 
framed glass revealing the main lobby 


The board of directors’ meet- 
ing room in the new office 
building. 
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which will display a large mural. The 
building is approximately 290 ft. long 
and 167 ft. wide with 150,000 sq. ft. of 
floorspace and 40,000 ft. of fluorescent 
lighting. It is completely air conditioned 
and was planned for a minimum of 
maintenance. For instance, stairways are 
of glazed tiles and aluminum to elimi- 
nate painting. Automatic elevators can 
be operated with or without an atten- 
dant. 

Although it appears from the front 





At left: First floor 
offices showing serv- 
ice staffs of the 
various divisions 
with sales managers’ 
offices in back- 
ground. 











Above: General 
files on the ground 
floor. At right: Sec- 
ond floor offices of 
Brown's payroll, 
bookkeeping and 
credit departments. 
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Another view of the 
first floor offices of 
Brown Shoe Co., St. 
Louis. Sample dis- 


play rooms are in 
background. 


only two stories high, there is another 
floor partly underground. This first 
floor contains the filing and mail depart- 
ments, storage area and a 40-car ga- 
rage. ‘There is a landscaped parking lot 
for 360 cars. The second floor houses 
the offices of the purchasing, sales and 
manufacturing departments, sample 
rooms and workrooms for pattern 
makers. The third floor contains execu- 
tive offices, board room, accounting and 
advertising departments, 400-seat audi- 
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torium, recreation and lunchroom. The 
auditorium can be divided into four 
rooms by sliding panel doors. Movable 
partitions are used for private offices. 
There is a three-bed hospital staffed by 
a fulltime nurse and a sundeck on the 
root for use of the 600 office employees. 
Arehiteets were Russell, Mullgardt, 
Schwarz & Van Hoefen; general con- 
tractors, Frazier-Davis; structural en- 
gineer, Otto Heineeke; mechanical engi- 
neers, Ferris & Hamig. 


Another view of the 
second floor offices 
of Brown's payroll, 
accounting and 
credit departments. 
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The Internal Review as a 
Management Yardstick 


ROBERT GREENBERG 
Procedures Branch Supervisor, Planning Dept., U. S. Naval Supply Depot, Bayonne, N. J. 


internal accounting systems and 

records has long been recognized by 
both the accounting profession and 
management. But, the internal or 
financial audit is often limited in scope, 
due to concentration on money records 
and the handling of funds or accounts. 
Management has borrowed the _ basic 
techniques of the financial auditor, 
added a few new twists and developed 
a yardstick for evaluating the effective- 
ness of all phases of internal opera- 
tions. 

This management tool, known as the 
Internal Review, might well be com- 
pared to the fluorescope or x-ray ma- 
chine used by a physician. Basically it 


| merit of periodically checking 


is a device to ascertain whether or not 
management policies and directives are 
being carried out; to determine the 
adequacy and effectiveness of tasks be- 
ing performed; to find out if value re- 
ceived is worth cost; to recommend 
remedial action, propose procedural re- 
visions or changes or more economical 
methods, when appropriate. The inter- 
nal review is a means of comparing 
actual performance against desired re- 
sults. The planning department* super- 
visor is responsible for the overall pro- 
gram. He is responsible for scheduling 

*The term “planning department’? as used in 
this article is luteedianenite with management 
engineering, systems and procedures, or any other 


designation for the management group responsible 
for policy, methods and procedures. 





« 


The questionnaire, which begins in the form on the page opposite, continues below on 
this page and the pages following. 


Work MeaSurement and Production 





What work measurement standards are used? 

Do the standards reflect an accurate picture? 
What overhead functions are not included? 

Can standards be applied to these functions? 

Are the functions on a production basis? 

Can a production basis be applied to functions? 
Obtain production rates per manhour for each past 


four weeks. 


Obtain separate figures for overtime hours. 

Obtain all overtime hours worked for these periods. 
What justification was furnished for overtime? 

Do the employees have set production goals? 

Are employees aware of the goals? 

How many employees met the goals? 

How many employees passed the goals — by what 


amount ? 


How many employees did not meet goals — by what 


amount ? 
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internal review; selecting review teams; 
overseeing the review; taking action to 
implement worthy recommendations and 
follow-up to insure continued compli- 
ance. Reviews are scheduled so that an 
entire cycle of all components is com- 
pleted within a year. 

The first step is to select the review 
team which generally consists of two 
members: a planning department repre- 
sentative and a component supervisor 
other than that of the component to be 
reviewed. This combination provides a 
balanced background and permits an ex- 
change of operational and staff view- 
points. It allows team members to de- 
velop new skills and background knowl- 
edge, provides an excellent device for 
stimulating executive development and 
an understanding of the other fellow’s 
job. The review team is responsible for 
gathering together all data needed to 
conduct the review; steering the review; 


fact-finding; maintaining review notes 
and writing the final report. 

After the component to be reviewed 
is designated and the team appointed, a 
“kickoff” meeting is held. This is the 
formal opening of the individual re- 
view. The program and its purposes are 
explained to the team and to the com- 
ponent supervisor. A representative of 
top management is usually on hand to 
express management support of the pro- 
gram. The component supervisor 1s 
reminded that the internal review pro- 
vides him with an opportunity to im- 
prove his organization. It is empha- 
sized that the purpose is not a witch 
hunt, but rather a “fire prevention” cam- 
paign. He is told that the success of 
the review is dependent upon the whole- 
hearted cooperation of himself and his 
subordinates. The review team is ad- 
vised that their investigation and report 
must be factual and impartial. It is 





IV Schedules Backlog 





1. How is the workload scheduled and controlled? 

2. Determine date of oldest groups in process. 

3. Are the work batch dates scattered or constant? 
4. Are new batches completed before older batches? 
5. Obtain backlog figures for each of last 4 weeks. 
6. Are work priorities assigned? 

7. How are the priorities determined? 

8. Is work introduced into system upon receipt? 

9. If not, what are determining factors? 


V Personnel 


1. What job categories are used in the component? 

2. Obtain number of employees by category now 
employed. 

3- Obtain number of existing vacancies by category. 


4. Is over 
5. Comment 
6. Comment 
7. Comment 


or under staffing apparent? 
on employee morale. 

on training. 

on supervision. 


VI Facilities, Equipment and Supplies 


le. Is the assigned area adequate? 
2. Is any part of the area not utilized? 
3. Does the layout lend itself to work flow? 
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stressed that the attitude and conduct 
of the team must be above reproach. 
Before the meeting is ended, the com- 
ponent supervisor is given an oppor- 
tunity to call attention to any particular 
problems or deficiencies he desires to 
overcome. 

Prior to beginning the actual re- 
view, the team performs background 
research to obtain an intelligent under- 
standing of the functions and responsi- 
bilities of the component they are to re- 
view. Organizational manuals, policy 
directives, component procedures, work 
measurement or production data, per- 
sonnel and budgetary reports are typi- 
cal sources of information from which 
the team prepares a check list and ques- 
tionnaire. Items covered are dependent 
upon the individual ingenuity and 
knowledge of the team members. Items 
from standard check lists may be used, 
when applicable. There are general 


questions which apply to organizational- 
wide policies and programs; and spe- 
cific questions concerning the functions 
and organization of the component un- 
dergoing review. 

During the review, the questions are 
discussed with the component super- 
visor, but the team is by no means 
limited to the prepared questions. Facts, 
or lack of facts, brought out while con- 
ducting the review, are the basis used 
by the team in channelling their investi- 
gation. The team records the answers 
furnished by the supervisor, but this 
is only a starting point. The entire re- 
view is based on an “I’m from Missouri” 
or “See for myself” attitude. After this 
discussion, the team delves into opera- 
tions at the working level. 

During the investigation of actual 
operations, the team deals with the em- 
ployee performing the task. Manage- 
ment’s old aids “why, where, when, who 





Can housekeeping and orderliness be improved? 

Is heating, lighting, ventilation, etc. adequate? 
Is the office furniture and equipment adequate? 

Is any equipment or furniture not being used? 

Is equipment being used improperly? 

What maintenance or servicing records are kept for 


equipment? 


What was the cost of service and maintenance for 


the past three months? 


How are stocks of supplies and forms maintained? 
What controls are used for reordering or 


distribution? 


Is there any apparent excessive stocking? 


Records and Files 





Are files and records maintained in a satisfactory 


manner? 


Is the filing system adequate? 
Have record retention or destruction dates been 


established? 


Is there justification for retaining inactive or 


completed files? 


Can better utilization of inactive or completed 


file space be obtained? 


What records or files are microfilmed? 
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and how” are used to full advantage in 
the on-the-job review of procedures and 
operations. In contacts with the in- 
dividual, the team must put the em- 
ployee at ease. By being willing lis- 
teners and by encouraging the indi- 
vidual, pertinent facts are brought out. 
No one knows the work better than 
the person doing the job. The team 
must never say or do anything which 
will hurt the individual’s pride. The im- 
pression that the team makes on the 
workers can make or break the survey. 
Discretion and tact always must be 
shown. The efficiency expert or super- 
critical attitude must never be used. 
This phase is of prime importance. 
Often the individual will have sugges- 
tions, recommendations or complaints 
which prove beneficial. The employee 
always must be given full recognition 


for any suggestions or recommendations 
generated by him. 

After completing their on-the-spot in- 
vestigation, the team prepares a factual 
report including a general statement of 
condition and specific findings and 
recommendations. The report may con- 
tain recommendations relating to opera- 
tions or procedures of other components 
which affect the operations in the com- 
ponent under review. When completed, 
the report is reviewed by the planning 
department supervisor, then forwarded 
via the chain of command to the applic- 
able component. After the component 
supervisor concerned has had time to 
digest the report, an evaluation confer- 
ence is held. The planning department 
supervisor, review team, supervisor of 
the component reviewed and other in- 


(Continued on page 117) 





7. Is there sufficient justification? 
8. Should any additional files or records be 


microfilmed? 


How are reports controlled? 


Budget and Cost 





What cost records are maintained? 

Are the records adequate? 

What cost controls exist? 

What is the basis for cost estimates? 

What safeguards control stamps and petty cash? 
Have costs been standardized? 

Are cost records used in budgeting? 

How do budget estimates compare with actual costs 


for past fiscal year? 


General 


Obtain "filled out" copies of all forms uSed. 

Obtain "filled out" copies of all reports required 
or originated. 
Obtain “impressions” and examples of use of rubber 
stamps. 


The collected material will be turned over to 


the forms analyst for review. 


This does not 


prevent incorporating facts or recommendations 
on these items in the report. 
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Here’s why you, too, 
can make more money 


with Burroughs 


This attractive window display in full color helps bring in 
sales for Burroughs dealers. It is only one of many effective 
sales aids available that help Burroughs dealers capitalize 
on product quality and reputation... that help build better 
business for Burroughs dealers. 


What’s more, Burroughs dealers get all the benefits of 
extensive national advertising in such publications as 
MACLEAN’S, LE SAMEDI, LIFE, and THE SATURDAY 
EVENING POST. More people see these advertisements 
than those for any other adding machine—more people 
ask for Burroughs. 


Illustrated here are some of the famous line of Burroughs 
machines that you can sell and profit by ... more good 
reasons why more Burroughs dealers are making more 
profits by displaying Burroughs than ever before! For all 
the facts, call your nearby Burroughs branch office or write 
Dealer Department, Advertising Division, Burroughs 
Adding Machine Company, Detroit 32, Michigan. 


Wherever there's business there’s 


Burroughs 


THe Orrice—May, 1953 


Long-time leader among smaller 
businesses and home users, the 
Burroughs low-cost hand-oper- 
ated Adding Machine has all the 
famous Burroughs accuracy and 
quality. Available in seven-, eight-, 
and ten-column models... with or 
without direct subtraction. 


Again, there are more prospects 
for you with the special wide car- 
riage Burroughs adding machines. 
Forms up to 12” wide can be 
handled on the same machine used 
for straight adding and listing. 


A 2 
t ds 


You can give your customers 
the added protection and closer 
business control provided by 
Burroughs Cash Registering 
Machines that issue a_ printed 
itemized receipt. More sales op- 
portunities for you. 





So You're 
Going to 
Lay Out an 
Office! 


R. K. GAD, JR. 


Director, Office Planning Division, 
Shaw-Walker Co. 


RAVELING over the country, con- 
sulting with the heads of large and 
small businesses on office layout plan- 
ning, we are constantly and completely 
amazed at the various ways there are 
to make a living. One day we will be 


in a fertilizer plant, the next is a plush 


cosmetic house or a super advertis- 
ing agency. The only thing we are 
completely sure of is that the open- 
ing salutation of the client will be some- 
thing like, “My problem is not like 
any you have ever seen before.” This, of 





This saves office space. 


course, is completely fallacious as only 
yesterday, or the day before, we were 
trying to solve a similar situation, its 
vause or effect. Next comes the in- 
evitable question as to our method or 
yardstick for establishing the square 
foot requirements. This question stems 
from abortive efforts to make a work- 
able arrangement or from reading am- 
biguous literature which purports to be 
able to reduce planning to a completely 
mechanical solution. 

Almost every day we are asked, 
“What is the minimum space require- 
ment for a clerk or stenographer or 
junior executive?” You ean get a hun- 
dred opinions on this point and most of 
my clients already have obtained them. 
Right here and now, we want to make it 
clear—there is no rule of thumb for 
the actual layout of an office. Window 
spacing, column spacing and the shape 
of the space knock out your “rules” be- 
fore you start. What is a clerk and— 
what is a great deal more important— 
what does she do? In one office, she uses 
a desk and a chair and nothing else. In 
the next office she uses a desk, a sorting 
tray and a battery of files. In a third 
office she has a desk and a chair and also 
receives all teletype messages, which is 
swell until someone remembers that she 
does not transmit the teletype messages 
so an extra chair has to be provided. 
(Sometimes this can be averaged out by 
putting the stenographer on the boss’ 
lap.) 

This would be as good a time as any 
to touch on the subject of private offices. 
We use “touch” advisedly because if 
there is any more touchy subject con- 
fronting the office planner, we do not 
know what it is. Our own feeling is 
that if a man needs a private office, pro- 
vide one, but make sure of the need. 
Much too often we are told a man needs 
the privacy of an office, but “Make it 
big enough for his secretary or his as- 
sistant or both.” Such an arrangement 
is not a private office, but a monument 
to someone’s ego. Most of the partitions 
and segregations in any office are just 
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WAUSAU 
COMPLETE LINE 


WAUSAU BOND—Watermarked, 
for Office and Litho machines. 
WAUSAU MIMEO — Water- 
marked, for Stencil Duplicating. 
WAUSAU DUPLICATOR — 
Watermarked, prepared for 
Spirit Process. 

EXACT BOND—Economy paper 
for Office Litho machines. 
EXACT MIMEO — Economy 
paper for Stencil Duplicating. 
EXACT DUPLICATOR — For 
Spirit or Gelatin Process. 
WAUSAU OPAQUE OFFSET— 
High grade blue - white offset 
paper. 


® 


Wausau’s new complete line of fine impres- 
sion papers has a paper for every business 
use. Choose the right paper to fit your 
particular job whether you use stencil, 
lithograph or spirit process. 

Wausau impression papers are made of 
high quality virgin fibre. The uniform high 
standard of quality insures clean, sharp 
reproductions. Specially treated surfaces 
permit fast drying of ink on high speed 
press runs, reducing smudging and off- 
setting to a minimum. Precision cut at the 
mill; wrapped in distinctive wrapper for 
protection and easy handling. 


Complete line available nationally through 
authorized distributors and stationers. 


WAUSAU PAPER MILLS CO 


Sales Offices 
Chicago 2, 


Artisans of 
Fine Papers 
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111 


Executive 


W. Washington Street, Illinois 


Mills at BROKAW, WISCONSIN 


Member - Wisconsin Paper Group 





Who knows what's in the files? 


that and nothing more. 

There is another need for a private 
office which has nothing to do with 
privacy and which we recognize as a 
very vital one. This is the matter of 
“front” or appearance to the public or 
clients. Nothing should be done in an 
office arrangement to detract from the 
company’s prestige. 

Another phase of good office plan- 
ning is the education and indoctrination 
of management. In too many 
where a space problem exists today, the 
fault lies at the doorstep of top manage- 
ment. Too long it paid off in some- 
thing other than money. We can cite 
more than one company where a new 
employee is started off at a 40” desk. 
At the end of five years, provided he 
keeps his nose clean, he is elevated to a 
50” desk, then to a 60” desk, then a 
reference table, a bookease, ete. When 
he finally arrives he is furnished a cos- 
tumer. Actually, as a clerk at the bottom 
of the office pile he probably needed 
space for all the paperwork and books 
he was required to handle but, as an 
executive at the top, he could have kept 
all his papers on a telephone stand or 
in his hat. 

This too is close to the subject of 
office politics, seniority and why it is 
imperative that Joe Doe sit next to 
a window at the south side of a build- 


“asses 


84 


ing. Don’t forget for one moment that 
these things do occur. Recently, we were 
told by a senior executive of a company 
that, because of the 31 years he had 
been with the company, he rated a cor- 
ner office and he needed an office next to 
the elevator because of the great number 
of visitors he entertained. When he 
was informed that office buildings are 
not built with the elevators on the 
perimeter and that it was physically im- 
possible to fulfill his requests, he said, 
“T know it, but I have been here long 
enough to know you get nothing unless 
to yell for it.” 

The senior partner of a large public 
accounting firm told us that 32 of his 
senior accountants definitely needed pri- 
vate offices because: (1) They continu- 
ously entertained clients. (2) They 
needed privacy for these clients. (3) 
They needed seclusion for their own 
concentration. He had an arrangement 


for some new space into which they were 
going to move and he proudly exhibited 
the plans and specifications which called 
for some very expensive flush doors on 


the 32 private offices. We doubted very 
much the need for that many private of- 
fices in his business. We talked to about 
12 of the 32 accountants who were pres- 
ent and not one could ever remember 
ever having had his door closed. We 
swung several of their doors away from 
the wall and it was evident the cleaner 
had never seen them closed either. 

Let us examine this requirement. 
There is a request for complete seclusion 
and privacy, so they throw up three walls. 
There is a request for quiet and concen- 
tration, so they buy many very expen- 
sive doors and it is almost a foregone 
conclusion that not one of them will 
ever be used. Therefore, they do not 
get this privacy, they do not get this 
seclusion, but they have paid off each 
man in space and walls and doors so 
that he can live in a manner which top 
management itself has demonstrated. 

We are sometimes amazed at the 
complete lack of understanding and 
knowledge that department heads have 


Tue Orrice—May, 1953 





ron SHT-ABILITY BLAIR CHAIR 


Executive Swivel Chair Executive Arm Chair 
No. 72-N : No. 73-N 


Service Side Chair No. 56 Posture Chair No. 84-N 


Blair Aluminum Chairs are ahead a 
mile in style—and as rugged as they A complete assortment of 
2 upholstery materials in a 
are handsome. But most important of wide renge of colors. 
all is their superb “sit-ability”—built- 
in comfort that reduces fatigue and Write for complete catalog of Blair 


increases efficiency. They cost no Aluminum Office and Reception Room 
more than ordinary chairs. Furniture 





BLAIR ALUMINUM FURNITURE COMPANY @ MARIETTA, GEORGIA 
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ONE UNIT DOES IT ALL! | Sux 


Makes photo-exact copies direct from original letters, forms, bids, contracts, 
invoices, catalog sheets, reports, blueprints. 








Yes—now a dry photocopy from any original in less than 45 seconds without any 
additional equipment. The Apeco Systematic Auto-Stat prints, processes and dries 
automatically . 


. copies are ready for instant use. It saves up to 80% on copying jobs. 


Eliminates costly re-typing, hand copying, checking or expensive outside copying 
‘service. It's fast—only 2 steps will make legall 


accepted prints from any original 
up to 11x 17 inches—printed on one or two sides. 


SO LOW COST — SO COMPACT 


A complete Apeco Systematic Auto-Stat installation is priced well within the budget 
of even the smallest firms. Remarkably low operation cost, ceo 
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of their own functions. Not long ago, 
in taking an inventory preparatory to 
doing a space arrangement, we came 
across a battery of 21 files located be- 
tween two departments. The files were 
locked so we could not ascertain the de- 
partment to which they were assigned. 
Both department heads _ disclaimed 
ownership. No keys could be located. 
As the mystery mounted and the ten- 
sion grew, one department head ad- 
mitted having occupied that space for 11 
years but, since he had never seen the 
files open, he knew they did not belong 
to his department. A locksmith was 
valled in and the files were opened. They 
did belong to his department. Con- 
sider the waste generated by the storage 
of this useless material—it must have 
been useless if it had not been seen for 
11 vears. 

Office layout and work flow are not 
two subjects. It is impossible to have 
a good layout that ignores work flow 
any more than you can have an economi- 
‘al work flow in a poor arrangement. 
Yet, give most anybody a plan and a 


few templates and he will promptly give 
you an office layout with absolutely no 
regard for work flow and the other faec- 
tors that make a workable arrangement. 
It is amazing how many amateur de- 


signers, engineers and architects are 
making a living in some other way. 
The present-day space engineer, en- 
gaged in arranging offices, must go 
much further than the simple layout 
of a load of furniture and equipment, 
After all, any moving man or porter 
‘an do that. 

Light, heat, ventilation, bare walls, 
columns, proximity to restrooms and 
elevators, are some of the _ physical 
items to be considered in any good ar- 
rangement. In a large department store 
we estimated that the location of the 
ladies’ room used by their clerical force 
cost the store over $100 per day in lost 
time. That store had to sell a lot of 
socks each day to make up for a poor 
job of planning. 


We were ealled in for consultation 
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on a new office building and found the 
restroom so located that the bulk of the 
higher paid people would have to make 
a 500 ft. round trip to the restroom. We 
were easily able to convince the man- 
agement that this one feature in their 
new building would cost them more than 
the building before they had occupied it 
for ten years. 

While much of our efforts are directed 
to overall space saving, we want to point 
out that this saving is not the end in 
office planning. You wouldn’t stuff a 
drawer so that every time you tried to 
open it, it jammed (or would you?), or 
buy your trousers too tight. Yet, office 
after office is crowded to a point where 
it cannot perform its proper function. 
Rent is a very cheap commodity when 
stacked up against that big expense 
item called payroll! But don’t go over- 
board on space so that you have to pro- 
vide messengers, roller skates and 
bicyeles for people who could better 
function across the aisle from each 
other. 

Let’s bring out in the open the busi- 
ness of putting desks back to back. 
When we question this practice we are 
told it was done to save space. Not 


Is this trip necessary? 





Work gets passed—but not back and forth. 


swallowing this and pointing out that a 
desk and a chair take the same amount 
of space whether facing north, east, 
south, or west, we are then told these 
people have work in common and that 
they pass work back and forth. It then 


has to be proven that they are a lot 
further apart with two desks between 
them than they would be with only one, 
as when all desks face in the same di- 


rection. You get further and further 
from a day’s work for a day’s pay, the 
more people you face into a focal point! 

One of the hardest things to overcome 
in this business, and the one thing above 
all else that makes it so difficult for a 
eoncern to make its own layouts, is that 
very old and very insidious human 
frailty, plain office space jealousy. Each 
individual’s concern with a plan is not 
the suitability of the space assigned to 
him, but, “What’s George got?” “How 
did Charley get that space,” “If they 
think for one minute Freddy ean have 
that space,” and, “Walter will get that 
space over my dead body.” These re- 
marks are made by people who, we are 
sure, do not beat their wife every Satur- 
day night; people who are kind, amiable, 
practical and sensible on any subject 
in the world—except office space. A new 
plan has to buck protocol, precedent, 
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practice, pettyness, and people, all in a 
nice, tactful, soft-spoken manner. We 
think we have found a solution to this 
problem, but that’s one of our trade 
secrets. 

Jumping out of the frying pan into 
the fire, let’s take up the subject of 
vaults. Right this minute, all over the 
country, companies are forced to plan 
their offices (and will forever have to) 
around a vault because somebody, some- 
time in the past, decided to plant one, 
smack dad, in the middle of the space 
available. While we have nothing against 
a vault as such (except that it usually 
is a place to store material on which 
the dust may gather undisturbed and 
which should probably have been thrown 
out long ago), placing them immediately 
adjacent to work areas for the alleged 
protection of records presupposes cer- 
tain conditions, namely: 

1. That the vault is fireproof at all 
(most of them are ordinary rooms with 
a steel door). 

2. That the fire is going to occur at 
night when the records are all nicely 
put to bed. 

3. That all of the records are put 
away every night. 

4. That if the fire oceurs during work- 
ing hours (which it does half of the 
time) people are going to delay their 
departure from that area in order to 
save the company’s records. 

Let’s face this fact. When somebody 
hollers, “Fire!” the accounts receivable 
records are going to run a bad second 
to the humans. Even as you and I. 
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Can Handwriting Analysis 
Aid Personnel Selection? 


DWIGHT E. SAUR 
Certified Public Accountant, Shreveport, La. 


RAPHO ANALYSIS does not claim 
to tell the future, it is not a fad 
or magic, not a trick or game, but 

a science by which mental habits can 
be studied apart from the writer. It 
is being used by business firms to a 
wider extent today than is generally re- 
alized. The skeptical can prove the 
principles as they are learned. I was 
introduced to the subject by a friend 
and, frankly, I was skeptical. As the 
study progressed and the principles 
were proved by applications, I became 
sold on its aceuracy, which is said to 
be 98%. 

During the past 15 years I have been 
engaged in office work and related ac- 
tivities, such as being general manager 
of a small war plant during World 
War II, and in publie accounting for 
about ten years having passed the ex- 
amination for C.P.A. in 1946. As many 
others with similar experience, I see 
a great deal of handwriting and when 
such wide claims were made for grapho 
analysis, I determined to investigate. 

My experience in the use of grapho 
analysis includes detecting two over- 
ly acquisitive persons (thieves) in two 
separate business organizations, survey- 
ing applications for employment and 
determining whether individuals were 
fitted for the particular work involved 
and detecting impending nervous break- 
downs of two persons who shortly after- 
ward yielded to mental pressure. My 
greatest use of the science has been 
in determining the character of people 
with whom I come in contact in daily 
life. This can be done with or with- 
out their knowing it and has proven 
invaluable in various ways. 
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Peoples’ writing will change as their 
thinking habit changes. I had a strik- 
ing example of this about a year ago. 
A certain woman who wrote _ back- 
handed, indicating one who is self- 
centered, lost her husband in an auto 
accident. Several months after the ac- 
cident, this woman’s writing slanted 
forward, indicating extrovert thinking. 
Knowing her personally, I noticed her 
changed personality. I have watched 
the changing writing in several matur- 
ing youths whose mental habits change 
rather quickly within a few years. Im- 
maturity is evidenced in handwriting 
when adults are not mentally mature. 

In determining whether individuals 
could stand the test for security pur- 
poses, the prime object would be to 
determine whether that person had pos- 
itive or negative traits. The degree 
of confidence would then be considered 
to determine if the applicant or em- 
ployee could meet the requirements. 
Positive traits would include strong will 
or purpose, determination, positive 
thinking, frankness, capable construc- 
tive thinker, emotional balance, ete. 
Negative traits would include deceitful- 
ness, resentfulness, jealousy, excessive 
temper, domineering, sarcasm, gossipy, 
pessimism, emotional unbalance, ete. 

The appearance of a few of the above 
traits will not, of course, determine 
conclusively the character of the indi- 
vidual. ll traits in all the writing 
specimen must be weighed or evalu- 
ated together to get the true picture. 
For example a person’s writing may 
indicate sarcasm and also a sense of hu- 
mor, the two combined would probably 
indicate a witty person. A _ person 
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with temper plus sarcasm plus un- 
petuousness would have a nasty dis- 
position. 

With sufficient writing available to 
evaluate, it is possible to make voca- 
tional recommendations. Usually this 
requires several pages of writing and 
a good day’s effort evaluating. For 
general analyses, at least one page of 
writing is required, but better results 
are accomplished with more writing be- 
cause every stroke from the smallest 
apparent insignificant hook to the larg- 
est loop are considered with the fre- 
quency in which they occur. Analyses 
ean also be made with equal accuracy 
from writing made by use of artificial 
limbs or by an instrument held by the 
mouth. It should be obvious then that 
as a result of this mental x-ray, people 
can be better placed according to their 
natural talents and capabilities. 

As the old saying goes “As a man 
thinketh, so is he.” All people think 
to some extent. Whether or not they 
become intellectual giants will, of 


course, depend upon their indulgence 
into this abstract process and other 


supporting capabilities. Peoples’ think- 
ing habits are the prime consideration 
in discussing grapho analysis because 
thinking habits or processes are reflect- 
ed in the strokes of an _ individual’s 
writing and therein is registered the 
personality. 

Let us look into the origin of the art. 
We are told that the first known print- 
ed record of this work was written by 
an Italian named Camillo Baldo about 
1622 A.D., the title of which is trans- 
lated, Treating of How a Written Mes- 
sage May Reveal the Nature and Qual- 
ities (or Talents) of the Writer. Such 
well known persons as Goethe of Ger- 
many, Robert and Mrs. Browning, and 
Edgar Allen Poe were said to be stu- 
dents of the art then known as graph- 
ology which is only part of the back- 
ground of grapho analysis. The per- 
son knowing written strokes adds the 
necessary element to true handwriting 
analysis (or writing made manually by 


other means) because this deals with 
the causes which are back of the re- 
sults. Graphology is said to have re- 
ceived that name by Abbe Michon, a 
pupil of Abbe Flandrin who really 
fathered and stabilized the science which 
was new in his time. 

It has been stated that during the 
early development in Europe “physi- 
cians, psychologists and scientists in 
other fields fell in with writers, states- 
men, business men and mystics, and 
street-fair graphologists came _ right 
along. They were the ones who beat 
the drums of course, and made a cireus 
pilgrimage, so when at last the train 
hopped off for these United States, 
the dignified reserves dropped out by 
the score. Thus, unexplained, but very 
much announced, graphology finally 
landed in America.” 

About 1917 the founder of grapho 
analysis, Dr. M. N. Bunker, a profes- 
sional penman who taught shorthand 
and was a skeptical student of graph- 
ology, began a prolonged series of test- 
ing of strokes made by shorthand stu- 
dents and for over 30 years now has 
tested and proved principles which to- 
day combine to make grapho analysis 
by which strokes of any language, or 
otherwise manually written, can be ana- 
lyzed. 

To say the least, the knowledge of 
grapho analysis can be used for a per- 
son’s own benefit if nothing else, for 
which I would say it is worth the cost 
of learning. It is comparatively easy 
to learn through home study and is 
offered by a non-profit organization 
known as the International Grapho 
Analysis Society, Ine. located at Spring- 
field, Mo. Students and graduates in- 
elude bankers, doctors, lawyers, per- 
sonnel managers, teachers, clergy, crim- 
inologists, ministers, accountants, and 
people from various other walks of life. 
Perhaps this science is reaching that 
third stage referred to in the quotation 
of John Stewart Mills, “Every great 
movement must experience three stages: 
viz., ridicule, discussion, adoption.” 
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in Seconds with COPYFLEX 


Copy anything typed, printed, writ- 
ten or drawn on ordinary translu- 
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14 COPYFLEX. Get error-free, 
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type copies of any office form—big 
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Duplicating and checking invoices for furniture and appliances 
bought by a big East Coast department store* took so long that the store 
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paperwork” has reduced these “discount losses” by 90%. A Copyflex 
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copies a day. Cost — including all charges — 2¢ per invoice. 


Another department store* saves 
time and money by using Copyflex for 
daily flash sales reports, profit state- 
ments, open-to-buy reports and other 
urgently needed figures. Top manage- 
ment receives reports within the hour. 

Everywhere companies large and 
small are slashing copying costs by en- 
gineering their paperwork with Bruning 
Copyfiex. Now is the time to start your 
own efficiency program. Send coupon 
today for the full story on Copyfiex — 
the modern way to speed office 
paperwork. For free booklet and in- 
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occupy most of a management man’s 

waking hours whether he be in office, 
factory or government. These are stated 
here as major headings and comprise a 
classification system usable in defining 
our man’s problems, projects and or- 
ganization. A few sub-headings cover 
the principal objectives, considerations 
and continuing actions involved in man- 
aging almost any organizational unit. 

These are hooks on which to hang our 
business thinking and the classification 
system is a pattern to hang it in. They 
consist of business doctrine expressed in 
stripped-down word patterns, for use 
as mnemonic aids. Business manage- 
ment is a fast operation guided by a 
verbal shorthand of its own. 


You can point to these sub-heads and 
say, “This one is a principle, this one 
a rule and that one is a procedure.” 
Correct. Also, some are concepts, some 
are precepts and some are just plain 
miscellaneous. We use them all. 

Consistency is present: selection was 
based on frequency of application to 
daily problems at hand, with the result 
that content and sequence of these pat- 
terns roughly parallel the organizational 
structure of that mythical entity, the 
average American business. Like a yard- 
stick, a dictionary, or a job description, 
these nested patterns have many uses, 
particularly at the start and finish of 
defining, discussing and deciding ad- 
ministrative matters. 


Having measured or guided the mat- 
ter involved, these phrases can be used 
directly in manuals of organization, 
policy and procedure, with reasonable 
adaptation to local styles. Most of 
them are in common use among busi- 
ness people. Working in the other di- 
rection from manuals to problems at 
hand, they can be useful as check lists to 
assist in providing assurance that duties 
are fully described, to establish a frame 
of reference for measurement and to 
give hints on what to do in a given 
matter. 

Standardization 


Vee topics cover the interests that 


of premises helps 
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Pattern 
for 
Management 
Thinking 


WILLIAM BOWMAN WORTHINGTON 


Management Engineer, Hughes Aircraft Co.. 
Tucson, Ariz. 


much in achieving decisions that are rea- 
sonably consistent with each other. Such 
standardization also helps to sort apples 
and oranges from each other in cases 
where surface resemblance would other- 
wise result in attempts to impose a re- 
sponsibility pattern that doesn’t fit the 
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operation. This can be demonstrated: 

Pick two people you know well, in 
roughly comparable supervisory posi- 
tions, at your own level or above. Make 
a guess at their relative effectiveness in 
their jobs. Say, Joe is dead average and 
Jim, you think, is 20% better. Score 
them against each sub-head, marking 
better than average with a plus, below 
par with a minus, and use ? to mean 
no feeling either way. Use multiple 
symbols if you feel that your men are 
outstanding in either direction on any 
one point. 

Add the positives, deduct the nega- 
tives, double the answer, and compare 
it with your original guess. Think about 
it a while, then go back and rate your- 
self against the entire pattern. You 


may find some surprises, and among 
them may be some slightly staggering 
degrees. of differentiation between so- 
called similar jobs! 

In management, each of us can, must, 
and does work out his own concepts, and 
his own words to express them. Each of 
us jogs them into their relative sequence 
of importance to us, based on how they 
concern us, and keeps them in memory 
files for ready reference and instant use. 
Those things which we have worked out 
for ourselves become the patterns of 
what we believe, and control our actions 
toward others. It’s only natural that 
others size us up largely by the patterns 
we’ve built: it gives them a pre-view of 
what we are going to do that affeets 
them! And that concerns us! 


THE SEVEN TOPICS FOR CLASSIFYING MANAGEMENT THINKING 
1. RESPONSIBILITY & AUTHORITY. Delegate responsibility to subordinates 


accompanied by commensurate authority. 


Utilize skills and abilities, thus: 


a. Aim the organization at objectives of company and department. 

b. Keep aware of continuing and changing requirements to meet them. 

c. Interpret these requirements to individuals in terms of objectives of each, to 
enable each one to operate freely toward common goals. 

d. Define specific duties, responsibilities and authorities of each. 

» State these definitions in terms of objectives, principles and rules which 
encourage use of initiative, common sense and judgment in meeting the con- 
stant change which is a major factor in present and future development 


of the company. 


Try to place duty of decision in the hands of people in direct contact with 


each situation. 


. Use standard practice instructions, organization charts, job definitions and 
others as principal instruments to get a clear definition of objectives and 


responsibilities. 


Recommend changes in company concept of job assignments as warranted 
to accomplish objectives, promote operating effectiveness of the department 
and develop people for greater usefulness, 


Respect your people. 


They will respect you and accomplish your ends. 


j. Refrain from snap judgments—just what IS the situation? 


. Do not take back responsibility without informing the individual to whom 
it was previously delegated. 


METHODS & PROCESSES: Consider that development of the company and 
its competitive position depends largely on these. Aim for the best, thus: 
. Maintain action to keep methods adequate in all cases and as far ahead of 
the field as possible in most cases. 
. Use mechanization and standard practice instructions as basic means of 
establishing and maintaining effective methods and processes. 
. Use staff and other company facilities fully to get better methods. 
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3. OPERATING SYSTEMS. Consist of many methods and processes coordinated 
toward common goals. Set up good systems and keep them good, thus: 

Initiate, lead and coordinate action toward development, test and maintenance 
of systems for handling routine, repetitive and other activities with high 
effectiveness at reasonable cost. 

Set up practices and instructions in terms of objectives, principles and rules 
which encourage use of initiative, common sense and judgment in meeting 
the constant change of conditions which is a major characteristic of a grow- 
ing and developing company. 

. Use fixtures, forms, plugboards and other automatic controls. 

Use standard practice instructions as a basic tool for routinizing the practices 
involved and coordinating them with other company activities. 

Use staff and other company facilities to optimum advantage in achieving 
best practice with constant improvement. 


ADMINISTRATIVE SYSTEMS. Responsibilities are identical to those stated 
under Operating Systems with requirements which are specific to administra- 
tive functions at any point in the company. These systems, in coordination 
with other company systems, must provide for: 

. Planning, scheduling and follow-up of activities. 

Inspecting, recording and measuring progress against plan. 

Comparison of actual efforts and results against plan. 

Awareness, diagnosis and correction of operating and :dministrative needs. 

Coordination with company objectives, budgets and priorities. 

Direct coordination with objectives and activities of other departments. 

Reporting of status, trends, forecasts and recommendations to the general 
manager and to other departments concerned. 

Effective action in implementing decisions, accepted recommendations and 
necessary changes of plans and schedules. 

i. Maintaining an operating budget in coordination with the budget to serve 
as a routine delegation of authority to commit the company to expenditure 
for repetitive needs. 

j. Factual data needed to initiate presentation of formal request for specific 
authorization to commit the company to expenditure for new, unforeseen 
or repetitive needs. 

k. Utilization of basic data, services and facilities involved in the inspecting, 
recording and measuring activities of the accounting department. 

1. Conformance to the general rule that if the company systems do not meet 
these requirements, the departmental administrative system must. 

m. Recognition of relative importance of various matters and degree of detail 
needed to secure effective administrative control and reasonable relationship 
between cost and result. 

Other operating, administrative and managerial requirements. 


. FACILITIES. Consider organization of space and equipment along with 
organization of people as an integral part of system and method. Plan 
facilities, procure the best and utilize to best advantage, thus: 

Keep space clear, equipment clean and, if something is out of use, get it out 
of sight. Store things in an orderly fashion for maximum availability 
according to frequency and conditions of use. 

Inspect facilities on a definite schedule, varying frequency with current need 
and with current degree of compliance with standards. 
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. Make best use of available facilities for effective operation. 

‘'. Make changes which improve use, within limits of authority, budgets and 
other company considerations. 

. Pay attention to layout for best working arrangement with particular con- 
sideration to the fact that layout, organization, systems and methods tend 
to determine each other in relation to a specific situation. (There is a strong 
relationship between layout, responsibilities and authorities with a continual 
“hen and egg” problem to determine which comes first.) 

. Coordinate with company programs in training people for best utilization of 
available facilities, systems and methods. 

. Present recommendations for action, change in concept or procurement when 
necessary. 


» PERSONNEL ADMINISTRATION. Specific duties consisting of actions, 
reviews and approvals involved in selection, hiring, training, directing, pro- 
moting, disciplining and removal of department personnel as required by 
company systems to assure adequate consideration of aims of company 
employees and the company itself. Some of these duties are: 

. Encourage own people toward effective accomplishment of assignments. 

», Provide motives for clean accomplishment of a clear task. 

. Maintain mutual trust and coordination in company-employee relations. 

1. Review department job descriptions, actual and potential performances, pro- 
motion possibilities, wage rates and related matters. 

. Incorporate results of these reviews into merit rating action, promotions, im- 
provements of work assignments, reasonable definitions of tasks, recom- 
mendations for change in salaries and other actions. 

Assist subordinates to work out mutually acceptable solutions to schedules 
of department vacations and personal leaves. 

g. Listen to subordinates’ problems in accomplishing their aims and do what 
can be done to help them help themselves. The basic problem involved, which 
cannot be evaded, is that the master of many is the servant of all. 

Make sure that policy, principle or rule involved is thoroughly understood by 
all concerned before attempting disciplinary action. 

. Accomplish removals of unsuitable individuals as soon as_ possible, before 
either employee or company has invested too heavily in the connection. 


. POLICY, PRINCIPLE & RULE. Avoid re-thinking toward solutions of 
repetitive problems by covering departmental operation with policies, prin- 
ciples and rules in conformance with company practice. 

State them in writing in terms of objectives, principles and rules that encour- 
age use of initiative, common sense and judgment in meeting the routine 
problems which tend to divert subordinates from their major objective of 
doing their jobs. 

Submit them to the head man for concurrence in viewpoint, at the most prac- 
tical time and in the most practical form. 

Use standard practice instructions as a principal instrument for publishing 
instructions, securing concurrence of the head man and coordinating with 
activities, policies, principles and rules of other departments. 

Consider that in matters other than physical action, individuals can and will 
do a more effective job if they know why it is being done. 

Limit rule-making to rules which can be enforced. 

Enforce all rules to absolute degree. 
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Accounting Machine Builds Good 
Will for Collection Agency 


ALVIN J. STEINBERG 
President, Capital Credit Corp., Washington, D. C. 


F there is any cornerstone for the col- 

lection agency handling delinquent ae- 

counts on which good customer rela- 
tions rests, it is reliability, without which 
a collection agency cannot operate suc- 
cessfully. I would say that it is an 
agency’s most vital asset. A department 
store may underbill a customer and have 
a special account absorb the loss. Where 
it overbills a customer, good relations 
may be quickly reestablished as the error 
is adjusted. But it is unforgivable for 
a collection agency to collect funds 
from a debtor and fail to properly ac- 
count for them to its client. An agency 
such as ours cannot even tolerate the 
normal margin of error to be found in 
a day’s work in some other kinds of 
business. 

Yet, we had a troublesome situation 
on our hands that was fraught with con 
fusion. A pen-and-ink bookkeeping sys- 
tem that put an enormous daily work- 
load on our staff brought us end-of-the- 
month nightmares as we tried to re- 
concile our statements to our clients with 


The author (right) points out accuracy of 

the monthly summary sheet on whicn sub- 

sidiary debtors’ ledger accounts and creditors’ 
statements tie in with summary totals. 


our daily accounts. We used to lie awake 
nights wondering how many errors there 
were in our statements beeause of an 
absence of control in our system. 

The picture is completely changed to- 
day. Every penny that is paid us by 
debtors is strictly accounted for. We 
now know exactly where it came from, 
exactly where it went. Not a penny 
paid out to clients is mispaid or over- 
paid. There is not a debtor who can 
walk in here and say he paid us money 
when he did not. What is most impor- 
tant, we have gained a peace of mind 
that we never had before. 

We worked out our own mechanized 
accounting system right here in the office 
and put it on a National Cash Register 
Class 3000 accounting machine. Like so 
many collection agencies, we used to en- 
ter by hand in a large receipts journal 
every payment made us by a debtor, 
issuing the debtor a reeeipt for his 
money. The amount received would be 
posted to the debtor’s ledger account, 
subtracted and the balance computed. 
The same amount would then be posted 
to the creditor’s account, our fee de- 
ducted and the balanee due him entered. 
All this was manual, all calculations 
were mental. 

The amount of bookkeeping and cleri- 
eal detail was more than our 11% person- 
nel could handle. Getting in here at 
8:30 a.m. it was a lucky day for them 
if they left by 6 p.m. Our full-time ae- 
countant frequently worked 12 hours a 
day, 6 davs a week. We never 
bank deposit in the same day. If by some 
chance the bookkeeper posted $50 that 
was received from a debtor to the wrong 
creditor’s account, and the creditor asked 
for an accounting of $50 he had never 


got our 


received, we could spend hours looking 
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NOW=—More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of American business has the handling of detail 
been so important—taken so much of management’s time. 


But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli- 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 


Since 1899 Shaw-Walker has been helping business by 
simplifying office work—to speed record keeping. 

Shaw-Walker makes everything for the office—except 
machines—chairs, desks, Fire-Files, filing cabinets, loose- Sere eee ee 
leaf and payroll equipment—each “time-engineered” to Shaw-Walker ‘‘time - engineered” 


. . filing systems. For records of an 
help make the most of every minute, every working day. ca er ue mene ae Cae 


tems and equipment. 36 pages! Many color illustrations! Write 
today on business letterhead to: Shaw-Walker, Muskegon 46, Michigan. 


V fw The booklet, “‘Time and Office Work,’’ is packed with ideas for stretching 
office time. A wealth of information on “‘time-engineered”’ office sys 


oe 
Taper . 
x Executive Offices at Muskegon, Michigan 


Branches and Dealers in All Principal Cities 


GHAW-WALKER Largest Exclusive Makers of Office Furniture 


and Filing Equipment in the World 
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After the morning mail is opened, debtors’ 

ledger cards are pulled from the files along 

with creditors’ individual statements and put 
on the accountant's desk by 9:30. 


through the receipts journal and credi- 
tors’ accounts trying to locate to what 
creditor we had erroneously sent $50 that 
belonged to someone else. Ultimately we 
gave up and paid him $50 out of our 
pocket to maintain our standing with a 
client. 


This does not happen today. Once 


the morning mail has been opened, the 


debtors’ ledger cards are drawn from 
the files along with the individual eredi- 
tor’s statement. The collection journal 
sheet is put into the machine along 
with the debtor’s card and the amount 
of the payment is entered. The new 
balance is computed and printed by the 
machine and at the same time the entry 
is automatically dated. The creditor's 
statement is then inserted in the machine 
and on the same collections journal, 
right-hand side, the name of the credi- 
tor, name of debtor, old balance on 
creditor’s statement, amount of money 
received from debtor and our fee are 
entered. The balance due the creditor is 
mechanically computed and printed. 
We then run our disbursement jour 
nal through the machine. The fune- 
tion of the machine is completely 
changed simply by exchanging one 
form bar for another, a procedure which 
takes but a few seconds. This time we 
are making three records simultane- 
ously with entries on our disbursement 
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journal, creditor’s statement and on the 
check due him. The significance of the 
present operation is the complete con 
trol we now have of accounts payable. 
Our bank deposit now checks to the 
penny with total cash credit figures, and 
is now ready by 1:30 p.m. daily. Our 
susidiary debtors’ ledger accounts and 
creditors’ statements now tie in’ with 
our summary totals. 

The absolute accuracy we have of 
where every penny has come from and 
where it has gone has eliminated the 
stream of telephone complaints that used 
to come pouring in the day after eredi- 
tors received their monthly statements. 
It is now possible to trace by the journal 
sheet any receipt posted to the wrong 
ereditor. Instead of a 12-hour day, six 
days a week, our accountant has fully 
completed all records on any average 
day by 1:30 p.m. On a peak day he 
may run over to 2 p.m., but never be- 
yond that. 

All debtor cards are back in their 
files by 11 a.m., an accomplishment im 
possible under our old system when 
debtor cards held out overnight re 
tarded the work of our collectors and 
impaired efficient follow-up. No money 
is ever secreted now overnight for de- 
posit the following day. All cash is in 
the bank the same day it is received. 
Recently the head of an out-of-town col 


Collection journal sheet and debtor's card are 
placed in machine and amount of payment 
entered. 
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Get the best out of your mind 
with this different dictating machine! 


Your success depends not just on what's No higher than a king-sized cigarette, 
in your mind, but what you get out of and letterhead size in the area it covers, 
your mind, How well you communicate! TIME-MASTER is so simple to operate it 
And that’s why the Dictaphone TIME. puts wings on your work. 
MASTER is the run-away favorite of busy Your voice comes through with F-M 
people. clarity on the exclusive TIME-MASTER 
Just pick up the mike, talk, and you'll Dictabelt, enabling your secretary to ac- 
soon find out how easy it is to get the complish more, too, in efficient, easy 


best out of your mind. transcription. 


Why wait longer? The coupon will deliver the promise prompftly ! 


Dictaphone Corp., Dept. 153 tz 
DICT. HO b 120 Lexington Ave., N. Y. 17, N.Y. 
1 would like: (A free Dictabelt and folder. 
CORPORATION 0 A free tiMe-MasTeR demonstration, 
Greatest name in dictation 
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PAPER WORK! PAPER WORK! PAPER WORK! ° 


GET IT DONE! 


QUICKER and CHEAPER 


with KEROX 


COPYING EQUIPMENT 


From original to multiple copies 


(NM THREE MINUTES 
with xerography and offset duplicating 


Offset paper masters of office forms, 

ORIGINAL MASTER yoy memos, engineering drawings, data, 
specification sheets, etc. are made by 
xerography in less than three minutes. 
Multiple copies are then run off on 
offset duplicators. This combination 
offers the quickest and most economi- 
cal method used by hundreds of large 
and small businesses. 

, Because it is a dry, direct positive 
copying process requiring no_inter- 
mediate negative, xerography elimi- 
nates darkroom, chemicals, fumes, fuss 
and muss. Get it done quicker and 
cheaper with xerography. 


Write for case histories showing how all types of com- 
panies are saving time and money with xerography. 


THE HALOID COMPANY 
53-211 HALOID ST. * ROCHESTER 3, N. Y. 


Branch offices in principal cities 
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lection agency stopped by our office to 
look into our accounting system. He 
was skeptical that it was possible for 
us to have all our daily records com- 
plete with proof within 4 hours. We 
had to show him: 

The mail is opened, sorted alphabeti- 
‘ally by debtor and given to the mone- 
tary collection unit where the debtor’s 
vard is filed. By 9:30 debtors’ cards 
have been sorted by fee classification 
and creditor, and ereditors’ statements 
have been pulled. The opening balances 
are taped and we are now ready to post 
receipts on the machine. 

Postings are made to the debtor’s card, 
collection journal and creditor’s state- 
ment. When the entry is made on the 
creditor’s statement, the old balance on 
the creditor’s statement is picked up, the 
name of the debtor is typed in, then the 
amount paid is entered in the “To Us” 
column. The fee is inserted in its col- 
umn and the machine prints the balance 
due to the creditor. 

Debtors frequently make direct ‘pay- 
ments to their creditors instead of to the 


agency, in which case fees due us have 


to be accounted for to the creditor. The 
old balance on the creditor’s statement 
is picked up, amount of direct payment 
put in the “To You” column, our fee de- 
ducted and the balance is computed and 
printed by the machine. ‘Totals of the 
collections journal and _ disbursement 
journal are posted daily to a monthly 
summary sheet. When this has been 
done, our work for the day is finished. 

The perfection of our system lies in 
the cheeks we constantly maintain of 
figures against facts: the cash column on 


Pog hea eee 


wt 


the credit side of our collections journal 
has to agree with the amount taken in. 
The forwarders’ fees (amount we pay 
out-of-town collection agencies) are de- 
ducted from cash for the bank deposit. 
The opening balance and total of what 
was reported to creditors, minus the to- 
tal fees, must equal the total new bal- 
ance. The amount reported to creditors 
plus the collection fees retained by us 
minus the forwarders’ fees must equal 
the cash turned in to us. This is how 
we know that our accounts are abso- 
lutely right. 

We used to be so swamped at the end 
of the month getting out our inaccurate 
statements, our posting fell 4-5 days 
behind. At that we were lucky if we got 
the statements out by the first of the 
month. We now close our books the 
20th of the month and have our state- 
ments out the 21st. Our posting is al- 
ways up to date. 

If it were not for the machine, I am 
certain we could not have met the ex- 
pansion in business we have been called 
upon to handle. In October ’52 we ran 
62% ahead of October 51. A volume 
of approximately $100,000 in new ae- 
counts is now being turned over to us 
monthly for collection. The machine’s 
potential will allow for a continuing ex- 
pansion many times our present volume 
and still give our accountant free time 
to pursue study of the projects under 
way to make us a more highly efficient 
operation. He has time to analyze credi- 
tors’ statements, write reports to our 
creditors on what we have done for 
them and study new time-saving office 
procedures such as the photographing 
of checks. 


Modernized office of 
George L. Nankervis Co., 
Detroit, showing Invincible 
Metal Furniture Company's 
desks and filing cabinets. 





Try Pricing Your Paperwork 


M. F. ALLSMAN 
Methods Analyst, Washington, D. C. 


XECUTIVES agree that paperwork 

requirements are too great. Office 

personnel and their related paper- 
work processes have increased way out 
of proportion with comparable increases 
in productive manpower and produe- 
tion. But the paperwork problem is not 
insurmountable. Reductions can be ob- 
tained through the concerted effort of 
all who require creation of paperwork 
and of those who subsequently handle it. 
Streamlining and improving paperwork 
cannot be accomplished by any one in- 
dividual working by himself, regardless 
of his position or his salary. A well 
qualified person can spearhead such 
action and, if he has the support and 
cooperation at all levels, there is a good 
chance tc make an excellent showing. 

Top management from time to time 
has made some broad suggestions. Two 
of these, although only half. serious, 
show the problem as seemingly hopeless. 
One proposal was to dispose of half 
of the existing typewriters. Another, 
that all orders for stationery and printed 
paper forms for the ensuing year be re- 
duced 50%. Neither of these proposals 
were adopted as the final solution for 
decreasing paperwork. 

There have been various approaches 
to paperwork reduction and improve- 
ment. Many firms have installed pro- 
grams designed to control the creation, 
handling and disposal of paperwork. 
Several of these programs have been 
well-planned and many have met with 
moderate spite of these 
planned attacks, paperwork has been in- 
creasing. Too many forms, reports, 
record systems, letters and publications 
come into being without enough con- 
sideration as to their being essential to 
the end-job or product. 

Offices are filled with capable super- 
visors, faced with getting specifies done, 


success. In 
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who do not realize the total costs in- 
volved when they institute new paper 
requirements. To establish a new cleri- 
cal process is to follow the line of least 
resistance. If each requirement carried 
its complete price tag, supervisors would 
hesitate to sponsor many of their pro- 
posals. How can we effect the suspected 
improvements in our paperwork? How 
can we weed out that which is nice but 
not essential? How can we get our 
supervisors and staff officials to evaluate 
more carefully each proposal for re- 
vised or new paperwork? How can we 
reduce it? 
An approach toward improving 
paperwork would be to place a price 
tag on such operations. Dollars mean 


a lot to both stockholders and taxpayers. 
Are their dollars going into productive 
phases or are they being spent tor un- 


necessary and duplicate paperwork. 
3oards of directors and government 
officials would perhaps be revolted by, 
at least amazed, at the actual cost of 
some paperwork operations, Super- 
visors would hastily withdraw some ol 
their requests if confronted with total 
eost figures. 

Let us look at the supervisor who 
institutes a new clerical requirement 
He may figure its cost on the basis of 
how his unit ean handle the completed 
papers. Too many times this evalua- 
tion is based on the premise that the 
unit ean efficiently handle the increase 
without any additional personnel in the 
unit. This is an important considera- 
tion but it is a narrow concept of the 
complete cost to the business. Look at 
the controller and his staff who approve 
orders for new forms or systems on the 
sole basis of the costs for printing and 
the housing equipment needed. They 
may even confirm the supervisor’s con- 

(Continued on page 181) 
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LOOK FOR THE BEST IN PAPERS! 
LOOK FOR THIS NAME: 


The famous Nekoosa watermark on a sheet of paper is 
your assurance that it has passed scores of tests for strength, 
appearance and finish. If you are not familiar with 
the complete line of Nekoosa Pre-tested Business Papers, 
your nearest Nekoosa paper merchant will gladly show you samples. 


Nekoosa-Edwards Paper Company, Port Edwards, Wisconsin. 





Nekoosa Bond 
Nekoosa Ledger 
Nekoosa Mimeo 
Nekoosa Duplicator 
Nekoosa Manifold 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





MEMBER of the National Institute 

of Governmental Purchasing re- 

cently requested information on 
methods of supplying typewriter and of- 
fice machine repair and servicing facili- 
ties to city and county offices. Following 
are three answers by NIGP members, to 
this inquiry: 

W. F. Curran, purchasing agent for 
Westchester County in New York re- 
ported: “Approximately four years ago 
we hired one man primarily to take over 
the service and repairs of our dictating 
equipment. The county operates some 
250 dictating machines and transcribers 
and this person was an experienced Dic- 
taphone repairman. After six or eight 
months we found there was sufficient 
time to put in some service calls on type- 
writers, of which the county has some 
550 machines. This one individual has, 
up until this January, compiled records 
of all dictating machines and _ type- 
writers. He has been able to inspect 
and service all the dictating machines 
onee every two months and practically 
all typewriters once every six months. 
To assist this man we hired, on Janu- 
ary 1 of this year, another man who 
is a partially trained mechanic on 
typewriters. We now feel that we 
have a set-up which will be sufficient 
for the county’s needs for some time 
to come. One man devotes a good por- 
tion of his time to dictators and tran- 
seribers along with typewriters, and the 
other man concentrates his time on type- 
writers. This man added during 1953 
will allow us to cover every typewriter 
in the eounty onee every four or six 
months for service and inspection. 

“We do not devote very much time 
to completely overhauling machines. Ex- 
perience has taught us that with proper 
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maintenance and depending upon its lo- 
‘ation, a machine is good for about ten 
years without a serious breakdown. 
When we get a machine that is six 
or seven years old and find it needs 
a lot of repairs, we call the sales repre- 
sentative of that machine and have their 
service department make a survey of the 
repair cost. If it is high, say $50 or 
so, we feel it is wiser to dispose of the 
machine and get a new one. Our men 
do tear down and overhaul an occasional 
machine if it is not too bad. It is our 
intention in the next year or two to 
develop a spare pool of some 20 fair 
machines to aid us in servicing depart- 
ments when one of their machines needs 
a large amount of repairs or has to be 
taken to the central shop. A spare ma- 
chine can be substituted. Our Board of 
Elections and our License Bureau, for a 
period of two or three months a year, 
require some eight to twelve additional 
machines for the extra work involved 
with election enrollments and_ license 
plate applications. We feel this pool 
will eliminate renting machines for these 
two divisions, thus saving money, plus 
the added service to the various units. 
“The county’s equipment is_ pretty 
well scattered. Our largest unit, the De- 
partment of Public Welfare, maintains 
its main office in White Plains. It also 
maintains at East View a general hos- 
pital, a psychiatric and tubercular hos- 
pital, a home for the aged, and a peni- 
tentiary. In addition, it has six or eight 
field offices throughout the county. The 
same is true of our Health Department 
and Park Commission, who have offices 
seattered over the county with one or 
two typewriters in each. The county is 
approximately 30 miles long and 13 
miles wide. In a period of three or 


THe Orrice—May, 1953 








The World’s Largest Selling 
Office Copying Machine 


NOW 
AVAILABLE 
IN THE U.S. A. 


THE ORIGINAL 


Develop C246 


Combining: Exposing, Developing, Printing 


One machine makes an_ exact 
finished photocopy up to 14” wide 
and any length of any original in 
a matter of seconds. Four additional 
models for both hand and electric 
operation. Muke single, double- 
sided, airmail, card stock copies or 


fast 

simple 
styled 
economical 





compact 
versatile 
odorless 


transparencies from which diazo 
and blueprints can immediately be 
made. Distributed in 52 countries. 
In use since 1949, 


World-wide Patent Coverage 


Dealerships Available e¢ Sole Distributors U.S.A. 
270 PARK AVE., NEW YORK 17, N.Y. 
COPEASE COMPANY Telephone PLaza 3-6693 
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For the “TOPS” in— 


CUSTOM & STANDARD 


ONE-TIME CARBON-INTERLEAVED 
BUSINESS FORMS 


THE MODERN WAY TO MAKE 
CARBON COPIES OF LETTERS 
AND OTHER DATA. 


INTEROFFICE MEMOS 


THAT SPEED INQUIRIES AND 
REPLIES IN THE MODERN OFFICE 


WRITE OR PHONE FOR FREE 
SAMPLES AND DESCRIPTIVE 
LITERATURE OR 
VISIT OUR NOMA BOOTH 115 
IN BOSTON 


NATIONAL LITHO FORMS CO. 


18423 EUCLID AVE., CLEVELAND 12, OHIO 


DEALER INQUIRIES INVITED. 


| chines and 550 typewriters. 





four months a fair amount of territory 
is covered. We do not make a practice 
of dropping everything at one end ot 
the county to run to a machine at the 
other end. Breakdowns are reported to 
our main office in White Plains and each 
morning the men pick up their calls 
and plan to make repairs as soon as 
practical. They do not allow any de- 
partment to go more than 24 hours with- 
out service when there is a breakdown. 
One car is assigned to these two men. 
“This program is very definitely pay- 


| ing off and the two men will be sufficient 


to handle the county’s 250 dictating ma- 
These men 
do attempt to clean and service our add- 
ing machines and calculators, but they 
do not make any repairs on them. We 
have found that we are not losing too 
much money by having these machines 
on service agreements.” 

Alvin J. Holm, purchasing agent for 
the City of Los Angeles, favors office 
machine servicing contracts with long 
and well established private firms. He 
believes this method has the following 
advantages over a city-owned shop: 

“A well established firm covers a much 
wider field so that the service men have 
more experience and, in overhaul jobs, 
more expert supervision. <A city shop 
would be staffed for normal to peak- 
loads or there would be times when de- 
lays would have to be endured. During 
sub-normal load periods the shop 
would be overstaffed. On our service 
contract, we pay only for services 
needed and receive prompt service re- 
gardless of load conditions. The service 
man contacts our office equipment service 
office, where all service requirements are 
centralized, before leaving the building 
in the afternoon and receives his list of 
ealls for the next morning. Later that 
morning he again contacts the service 
office for his afternoon list of calls. If 
an urgent call comes in while the service 
man is in the building, it is phoned to 
him because the office knows where he 
is working. 

“A private service agency tries to de- 
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Are you harboring the 
HIGH, “HIDDEN” EXPENSE 


ao 


of cathering papers by hand ? 


Most companies recognize the annoyance and confusion 
created by hand collating of papers. However, few 
really realize the fact that it is an item of 
considerable expense too! 
If any one of the scenes above 
take place in your company... 
you owe it to yourself to write 
for full facts on how a Thomas 
Collator can help you save 
time, save dollars and increase 
efficiency. 


FREE Learn how to 

save up to 70%. Write J OmmASs eo aters 
for free collating analysis 

sheet. Permits easy Specialists in paper gathering 

analysis of your paper A 30 Church St., Dept. B; 


gathering costs. ® New York 7, New York 


Visit our Booths (601, 602, 701, 702) at the NOMA Exposition, 
May 25th to 28th at Mechanics Hall, Boston, Massachusetts. 
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It’s easy to correct 
fluid duplicator masters with 


DENNISON PRES-a-ply CORRECTION TAPE 


Cleaner, neater, faster — 
no carbon-stained fingers 


¢ No scraping, erasing, smearing 
e Lies flat — no waste 
+ Self-adhesive — requires no moistening 
¢ Comes in convenient strips 
— no dispenser needed 


* Master does not have to be Measure length needed by placing 


. sheet against correction in typewriter. 
removed or realigned Cut strip and peel from backing. 


In single and double space widths 


— 


Tae \ 
Ask your 
stationer for 
Dennison 
PRES-a-ply 
Correction Tape 











Press tape on back of master over part 
to be corrected and retype. Use of 
small piece of new carbon is optional. 


Dennison 


machulliteLileluP tht e 
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velop good will because there is always 
a possibility of his contract being ean- 
celled for poor service or workmanship. 
The investment in parts and equipment 
would be large besides requiring valuable 


space for the shop. With private opera- | 


tors neither of these conditions affect us. 
We have used this method for about 15 
years and find it very satisfactory. Our 
contract covers only manual typewriters. 
Our experience with electrie typewriters 
has been unsatisfactory because many of 
the adjustments are so sensitive. We 
believe we receive better end-results by 
having the manufacturer’s own service 
agency take care of servicing for elec- 
trie machines. 

“Arrangements are on an hourly la- 
bor charge plus parts basis, rather than 
on their regular service maintenance 
agreement. Exact time and parts charges 
must be itemized on the invoice and are 
subject to verification with the depart- 
ment receiving the call and spot checks 
by the office equipment service division 
of my office.” 

J. W. Hughes, purchasing agent for 
the County of Los Angeles, told why 
his office operates its own typewriter 
repair shop: “We have approximate- 
ly 6000 manual typewriters, 350 elee- 
tric typewriters and 1600 calculating 
machines of various types. Our pro- 
gram calls for preventive maintenance 
of all equipment at 60-day intervals 
when the machines are cleaned and 
minor adjustments are made. All type- 
writers are rebuilt every 3 years, or 
sooner, if the service is such that earlier 
major overhauls are required. 

“The shop operates with 17 full-time 
mechanics, each assigned to approxi- 
mately 500 pieces of equipment of the 
type he specializes in. Our costs are 
approximately 15% to 20% under out- 
side shops in this area and one of the 
major advantages is that service can be 
given at a moment’s notice. If the 
county were to handle this by contract 
undoubtedly there would be much delay 
between the time the service eall was 
made and the actual repair completed. 
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SELF-SHARPENING 


RE-NU 


No Il 
Always a sharp 
erasing point 
at your fingertips! 
Simply peel paper 
back! No special 
sharpener needed! 
Another popular 
Paper-mated eraser! 


@ ERASES SINGLE 
TYPED LETTERS 
WITHOUT BLURRING 


@ WON’T ABRADE OR 
ROUGHEN PAPER 


@ MAKES CORRECTIONS 
ON ORIGINALS 
AND CARBONS 


TRADEMAR® REG. U.S. PAT. OFF 


EBERHARD 
FABER 


since 1849 








Is saving | cent a day 


on old office typewriters 


really worthwhile? 


You save no more than this when you trade in at 
10 years instead of 5, but the advantages of having 


new Royal Standards are worth much, much more, 


Why not spend that | cent a day by trading in your 


old machines at 5 years? 


Why not spend it and get a return in boosted morale 
and better employee relations worth many times that 
amount? New, really modern Royal Standards will 


produce more work faster. 


Your secretaries will increase their typing speed on 
clean, new, ahead-of-the-times Royal Standards. You'll 
have fewer service calls. And you'll get better-looking 
letters and memos, indicative of the pride you have in 


your own business. 


The new Royal Standard has many exclusive, ad- 
vanced features found on no other office machine today. 


In addition, it has all the famous improvements that 


CALL YOUR ROYAL REPRESENTATIVE 
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have made Royal a 2'2 to 1 favorite among people 


who type. 


Your local Royal Representative will be glad to 
bring a new Royal Standard to your office and show 
you how the finest, most rugged typewriter ever built 


performs. 


He will also give you the detailed arithmetic on 
why you save only | cent a day by keeping your old 
ofhce machines 10 years instead of 5. Royal Typewriter 
Company, Inc., 2 Park Avenue, New York 16, Neu 


York. 


He’s listed in the ¢ Lassified Telephone Directory 
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Imagine keeping track of 190,803 brothers! 


That was the problem facing the Order 
of United Commercial Travelers of 
America, Columbus, Ohio, a fraternal 
Insurance organization providing death 
and accident benefits to its members. 
And, brother, what a problem! 

Things were already getting out of 
hand when U.C.T., then 68,000 strong, 
called in McBee back in 1937. Since 
then its membership has nearly tripled, 
but McBee Keysort Master cards, one 
for each fraternal member, keep every- 
thing under control. 

U.C.T.’s Keysort cards are pre- 
coded with holes punched along all 
four edges. Certain holes are notched. 
This permits the cards desired to drop 


out of the stack of undesired cards for 
any sorting purpose. When the infor- 
mation on the cards is completed, sort- 
ing becomes a very simple matter. 

There are 604 Councils, several with 
as many as 2,500 brother members. 
The Master card of every member is 
always immediately available in the 
Council file drawer for recording ad- 
dress changes, tabulating data or look- 
ing up a variety of personal informa- 
tion when an accident or death is 
reported. 

Because the original record is used 
for every record-keeping purpose, 
there is no need for copying and re- 
copying, no chance for errors. 


The notches in the cards form a fur- 
row in the card file which provides 
instant visual check of filing accuracy. 

No other system could provide 
U.C.T. — or, for that matter, any firm 
or organization — with management 
controls at the low cost achieved by 
modern, flexible McBee Keysort. 

Leading executives in almost every 
kind of business you can name are us- 
ing McBee methods to save time, 
money, work and worry. That’s why 
McBee sales today are ten times what 
they were a few short years ago. 

There’s a trained McBee representa- 
tive near you. Ask him to tell you how 
McBee can help you. Or write us. 


THE McBEE 
COMPANY 


Sole Manufacturer of Keysort— 
The Marginally 
295 Madison Ave., New York 17 


Offices in principal cities. 
The McBee Company, Limited, 
11 Bermondsey Road, Toronto 13 


Tue Orrice—May, 1953 





Se 


In addition to the mechanics we have 
one person who replaces ribbons in the 
central district where the major portion 
of these machines are in use, and one 
man who cleans the typewriters at fre- 
quent intervals.” 


The Internal Review 


(Continued from page 80) 
terested supervisors go over the report 
in detail. 

All parties are given an opportunity 
to express their views and introduce any 
additional data. This may be in the 
nature of a rebuttal to parts of the re- 
port. Generally, the supervisor gives a 
brief rundown on those recommenda- 
tions which have been implemented. 
Then there is a discussion on recommen- 
dations which are controversial. Based 
on the facts, a decision is arrived at or, 
if necessary, the problem may be turned 


over to the planning department for 


more detailed study. After this, reeom- 
mendations requiring long-range pro- 
grams or further study are discussed. A 
final course of action is decided upon 
for each unimplemented recommenda- 
tion and specific responsibility for carry- 
ing out the recommendation is assigned. 

A report of the evaluation is then 
prepared. Except for follow-up pur- 
poses, this completes the one internal 
review. Management has had an oppor- 
tunity to evaluate the effectiveness of 
policy and procedure and to compile 
factual information for use in long- 
range planning and training. The pro- 
gram also supplies management with 
a means for improving troubled areas, 
eliminating duplication of effort or un- 
necessary work. One of the main fea- 
tures of a project of this kind is its 
adaptability and flexibility. Organiza- 
tions which are not large enough to 
have a full-time planning staff can still 
take advantage of its principles by ap- 
pointing any capable executive or super- 
visor to be the guiding hand. 

The internal review is not a cure in 
itself. It is intended to supplement and 
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SAVE TIME 
MONEY 


FILE OFFSET PLATES 
and STENCILS 
THE ATLAS WAY 


JUMBO 
MODELS 


° Efficiency 
¢ Economy 
¢ Protection 


The Jumbo is avail- 
able in two sizes 
Regular Jumbo — 
For standard offset 
plates, stencils, etc. 
52" nigh, 16" wide, 
28" deep 

C Jumbo — For 
both standard and 
large (to 21" 
width) size offset 
plates, x-rays, 
maps, etc. 

52" high, 26!/2" 
wide, 28" deep 


SH Series Hangers—especiall engineered for the 
filing of Multilith plates. iwallabie in 12", 14" and 
22"' widths. 


PSC Series Hangers (spring clip) Especially engi- 
neered for straight edge offset plates, x-rays, maps, 
stencils, etc. 


ATLAS STENCIL FILES CORP. 


CLEVELAND 6, OHIO 





Remedy 


FOR CORRESPONDENCE HEADACHES 


Everyday correspondence like or- 
der acknowledgments, answers to 
inquiries, and promotion letters, 
can become an expensive headache 
in every busy office. The economi- 
cal remedy is to handle this work 
the Auto-Typist way. Auto-Typist 
equipment, operating any standard 
typewriter automatically, can pro- 
duce error-free personal letters 21/2 
times faster than your fastest typ- 
ist... up to 500 letters a day! 

Salutations, fill-ins are typed 
manually, but the rest is auto- 
matic. Thousands of offices, both 
large and small, use Auto-Typist 
pre-composed paragraph selection 
system to cut their correspondence 
costs. 


Return the coupon for 
complete details about 
this automatic way to 
end costly correspond- 
ence headaches. 


American Automatic Typewriter Co. 
Dept. 55, 614 N. Carpenter St. 
Chicago 22, Il. 

Nome 


Company 


Address 





complement, not replace, all other man- 
agement improvement and control pro- 
grams. As with the fluoroscope, it pro- 
vides a method for a detailed, below the 
surface, examination. As a result of the 
examination, conditions can be diag- 
nosed and treatment, if required, can 
be prescribed. The cure comes about 
through awareness of problems and 
positive corrective action. 


Can You Keep 


A Secret? 


FREDERICK W. MYERS, JR. 
Partner, Hartman & Myers, Los Angeles. 


O you think you could get lost so 

that your friends and your creditors 

could not find you? Have you falsi- 
fied any statement on your employment 
application? Do you listen to rumors 
of discontent and become discontented 
yourself? Has your bookkeeper been 
taking small sums of money or mer- 
chandise, feeling that they are too small 
to be missed? Are you planning partner- 
ship with a person about whose business 
ability you actually know very little? 
Did you ever have a security survey 
made of your plant? Are you making 
an investment? 

To a firm like Hartman & Myers, Los 
Angeles, your life and your business 
ean be an open book. Ben M. Hartman 
has an enviable record as a special agent 
of the U. S. Government and knows the 
investigative field from beginning to end. 
The author has a background of many 
years experience with some of the largest 
law firms in the country. We have 
gained a reputation in the past few 
vears of solving many diffieult problems 
confronting businesses and individuals. 

A recent case involved a_ factory 
where owners sensed that their em- 
ployees were becoming dissatisfied. They 
made every attempt to find the cause of 
the trouble without avail. Finally, some- 
one told them to take their problem to 
Hartman and Myers. They did so and 
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You Never Lose Your Place 


with Cabioe to Use” 
SoundScriber’. 


DICTATING EQUIPMENT ay 


7 


: Finding your place after scanning is as simple 
, _ as using a bookmark with SoundScriber’s exclusive independent 
listening and recording — helps reduce operating motions by 50%, too. 


Listen as far back as you wish with your playback arm. You can’t lose 
your piace because your recording arm stays put... you resume dictating wherever 
you left off. Or for short review, you hear your last few words right from your ‘mike’, 
without touching the machine. For your secretary, on-the-dise “Television Indexing” 
does away with pesky paper strips forever. 
Learn what this versatile, all-purpose dictating 
system can do for you. Mail coupon today! SoundScriber Corp., Dept. 0-5 


Only SoundScriber Offers You: New Haven 4, Conn. 


4. Lightest All-Purpose Send sample disc and literature. 
Machine. 





1. Automatic On-the-Disc 


Indexing. 
an The only dictation disc 
2. Two Arm Flexibility. uecahte on tenes ghey 


3. Mail-Chute Size Discs. ing phonogrephs. 


SEND TODAY 





MAMMOTH INK 
CONVERSION ROLLER 


rn NOW you can get 
Lithographic Press 


RESULTS! 
from your 


Model 1250 
Multilith 


B30 . A 


Converts the Multilith from a 
Duplicator into a Lithographic 
Printing Press. 


; 


High calibre work of superior, lithographic | 


quality now can be produced by using the 
MAMMOTH INK ROLLER which provides 
uniform, refined ink distribution over the full 
length of a standard Multilith plate. Plate-size 
halftones have superb gradation and defini- 
tion, large solids have uniformly rich density. 


MAMMOTH 
ROLLER 


full 13%” 
circumference 


REGULAR 
ROLLER 


only 8" 
circumference 


Mammoth Rollers are machined to exacting 
tolerances with entire ink surface precision 
ground and covered with heavy plastic. ink 
adheres better and there is no chemical re- 
action caused by fountain solution on metal 
finish surfaces. With a Mammoth Roller, your 
Multilith can out-perform many presses three 
times its size. Simple to install in a few 
minutes. 


ORDER TODAY De Luxe Model $49.95 
Check with order saves shipping charge of $1.95. 


PEMBERTON PRINTING CO. | 


1200 W. 8th ST., LOS ANGELES 17, CALIF. 
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were instructed to act as if nothing were 
the matter. A female undercover opera- 
tive was put in the factory and within 
a matter of days uncovered the trouble. 
The company had recently changed towel 
services. The old service removed their 
towel cabinets which had mirrors in 
them and the new service installed cabi- 
nets with no mirrors. A rumor immedi- 
ately started that the management 
thought the girls were spending too 
much time primping in the washrooms. 
The girls were naturally resentful. On 
our recommendation, several mirrors 
were installed in the washrooms with the 
result that the former harmonious rela- 
tions between management and labor 
were restored. This was merely a mor- 
ale problem solved by intelligent investi- 
gation before it had too much of a 
chance to spread. 

There was the case of a dress manu- 
facturer who was losing several thou- 
sand dollars worth of merchandise every 
month. He tried unsuccessfully to find 
out how the losses were occurring. Be- 
cause we number among our clients 
many lawyers and certified public ac- 
countants, his accountant suggested he 
consult us. After discussing the prob- 
lem thoroughly and noting that he em- 
ployed people of all nationalities, we 
decided to use one of our female under- 
cover operatives who is a linguist. She 
soon singled out the suspect and advised 


Two-way radio in investigators’ car. 
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FREE «7% OFFICE EXECUTIVES 


EAGLE-A’s unique new 


LETTER PLACEMENT GUIDE 


. helps your secretary improve the 
appearance of your letters! Slips into 
typewriter under letterheads... helps 
typist set correct margins and center 
every letter perfectly. Cuts down re- 
typing...saves time and paper. Write 
for your copy and free Sample Kit of 
Eagle-A Papers—use coupon below. 


eevee ev ee ee 0 #1 


HingeTop pox 


Exclusive feature... with these fine boxed papers: 
EAGLE-A COUPON: 
BOND (100% Rag Extra No. One} 


EAGLE-A AGAWAM: 
BOND, ONION SKIN (100% Rag) 


EAGLE-A CONTRACT: 
BOND (75% Rog) 

EAGLE-A ACCEPTANCE: 
BOND (50% Rag) 


EAGLE-A TROJAN: 
BOND, ONION SKIN, 
MANUSCRIPT COVER (25% Rag) 


EAGLE-A QUALITY: 
BOND, ONION SKIN, 
MANIFOLD (No. One Sulphite) 


EAGLE-A TYPE-ERASE: 
(Rag Content) 


Bet ae 
Wee” 


CLIP THIS COUPON TO YOUR LETTERHEAD 
American Writing Paper Corporation 
Holyoke, Mass., Dept. 6.2 


Send your FREE Letter Placement Guide 
and Sample Kit of Eagle-A Papers: 





WRITES ON 
EVERYTHING 
in BOLD or fine lines 


*metal, glass, wood, cloth, 
plastics, waxed papers 


Ideal for addressing, pricing, 
sketching, marking. Flo-master Inks 
(all colors) dry instantly—are 
waterproof, non-smudging, 
non-toxic. Valve automatically 
controls ink flow. 

The Flo-master Pen 

comes with 

interchangeable 

felt nibs for 

producing lines 

up to % in. wide. 


At Stationers, art stores. 
Write for descriptive 
folder to Cushman & 
Denison Mfg. Co., 
Dept. O-9, 

153 W. 23rd St., 

N.Y. 11. 
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@ higher in West 
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us. We then followed him when he left 
work and when he left his home in the 
morning, and found out where the mer- 
chandise was going and how it was be- 
ing taken. The suspect was called into 
the president’s office where he made a 
complete confession, involving other 
people and firms as receivers of stolen 
goods. One of our briefcases, left un- 
noticed in the president’s office, con- 
tained a voice-activated recorder with 
a four hour capacity which enabled us 
tu have a transcript made of the com- 
plete confession. 

A man came to us one day and said 
he was contemplating partnership with 
a friend who he had not known very 
long. As he was putting a considerable 
sum of money into the partnership, he 
asked us to do a little of what we call 
preventative investigation. If he could 
find how sound the proposition was be- 
fore he invested, he might save himself 
a considerable sum of money. He 
wanted a background and asset check on 
the friend. The result showed that he 
would be putting in most of the money 
while his friend would be putting in but 
a few hundred dollars worth of tangible 
several thousand dollars 
worth of good will by his own caleula- 
tions. The partnership did not ensue, 
and our client has been everlastingly 
erateful to us tor uneovering the facts. 

While much of our work is done in 
the Los Angeles area, we have also 
handled cases in all parts of the U. S., 
Canada and Mexico. A man in a mid- 
western city called us one day and said 

(Continued on page 134) 


assets, but 


Investigators’ recorder fits into a briefcase 
and operates on batteries. 
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Only Boorum & Pease makes visible record sheets 
reinforced with this thin layer of brass. Sheets are of 
durable rag-content ledger papers. 


That’s why B & P No TEAR sheets are unmatched for permanent records 
and for records given hard, long usage. 


Because of special construction, the thin brass reinforcement 
on the four upper and four lower holes does not bulk up 

the binding edges appreciably. Sheets ride the 

prongs more freely. 


You can get these NO TEAR sheets in a variety of sizes 
and rulings. Your stationer also has visible 

sheets without the brass reinforcement. 

Ask him to show you the full B & P line 

of Visible Record Equipment. 





BROOKLYN 1, N.Y. 











FOR EVERY RECORD—A WAY TO KEEP IT 
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Take a Telegram! 


WILLIAM HURD HILLYER 


TELEGRAPH company’s chief ar- 

ticle of merchandise is a telegram. 

This is properly thought of as a 
specific piece of paper rather than an 
intangible service. Less obvious is 
Western Union’s record keeping. To- 
day’s diversity of mechanical transmis- 
sion methods and a mounting volume otf 
business have made present-day tele- 
grams less easily accountable than 
peneiled missives of Morse-dominated 
decades. 

In examining Western Union’s office 
work we'll begin with one of the newer 
telegraphic categories. We visit the 
company’s RK_ office in New York’s 
Radio City, on a bright afternoon fol- 
lowing a stroll through the flower- 


bedight enclosure of Rockefeller Plaza. 
Desiring to communicate the resultant 
mood to a friend downtown, who hap- 
pens to be a Western Union Supervisor, 
we write our message upon a yellow 


blank marked Telefax and hand it to the 


clerk. She counts the words and notes 
whether the message is charge, cash or 
collect. Then she verifies the class of 
service desired. Full-rate is the standard 
fast service; dayletter, a slightly de- 
ferred service; or night letter, an in- 
expensive overnight service. She date 
stamps its hour and minute of 2:36. 
The message is handed to the facsimile 
operator who stamps it with a serial 
number, places the message on a metal 
cylinder and flicks a switeh. All the 
rest is mechanical. A tiny electronic 
eye scans the telegram and sends an 
exact picture of it to Western Union’s 
main office. 

The machine used is a miniature 
facsimile telegraph called a Desk- 
Fax. It is part of Western Union’s 
million dollar mechanization and plant 
improvement program designed to add 
to the speed and efficiency of telegraph 
service and make the sending of tele- 
grams more convenient and attractive 


A switching aisle in 
the New Orleans 
highspeed message 
center, one of the 
15 in Western 
Union's nationwide 
network. 
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to the public. The Desk-Fax measures 
10” x 11” x 7” and weighs 18 lbs., tak- 
ing up less than a square foot of space 
on the user’s desk. Telegrams may be 
sent or received over the machine at any 
time, day or night. Service is vastly 
improved because this direct, two-way 
operation saves the time formerly re- 
quired for messenger pick-up and de- 
livery. 

3v the end of last vear about 10,000 
Desk-Fax machines were operating in 
offices of business concerns over the 
nation. Western Union at many of its 
offices is making inereased use of fae- 
simile for speeding telegrams faster and 
more efficiently. Telegrams are also sent 
by teleprinter which has a keyboard 
similar to that of a standard typewriter. 
Suppose we send a message coast to 
coast from New York to San Francisco. 
The operator in the Western Union of- 
fice, typing the message on a teleprinter, 
sends a routing symbol of two letters at 
the beginning of each message. That 
symbol causes an “electronic brain” at the 
message center automatically to route 
and transmit the message swiftly to its 
destination. The message is typed only 
once and machinery does the rest. 

Originals, not relays, of all N. Y. area 
messages go to the accounting center at 
the 23-story main office of Western 
Union at 60 Hudson St. in New York 
City. Trailing our message to the fac- 
simile receiving center we find that the 
electric eye which picked out the letters 
of our handwritten Telefax message re- 
produced an exact image of it on the 
paper-wound revolving drum of a re- 
ceiving instrument on the 13th floor of 
the building. Teledeltos, the dry photo 
paper used thereon, gray in color with a 
silver reverse side, is chemically treated 
so that it reproduces precisely what the 
sending machine “sees” with its elec- 
tronic eye. 

This gray sheet, the deliverable mes- 
sage, is handed to the supervisor to 
whom it was addressed, just eight min- 
utes after we sent it from Rockefeller 
Plaza. Telegraphically the transaction 
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A highspeed Telefax facsimile machine. 


is now complete. Accounting-wise it has 
just begun. 

The original written or typewritten 
sheet embodying any message that is 
sent constitutes the aecounting unit 
throughout the Western Union system. 
Therefore the yellow sheet upon which 
we penciled our message to Western 
Union’s accounting supervisor is bundled 
up with the other RK office messages of 
that day and delivered to the accounting 
center on the morrow. Their working 
day starts at 6:30 a.m. Messages from 
the various branch offices, meluding 
those received from customers via tele- 
phone and direct wire, literally bales in 
volume, are class sorted into the fol- 
lowing basic groups with identifying 
letters: 1. direct charges, 2. telephone 
charges, 3. government, 4. press, 5. CAK 
(railroad account), 6. cash, 7. forward 
messages (chargeable to another office), 
8. deadhead (company), 9. services, 10. 
W.U. coin box, 11. Telephone Co. coin 
box, 12. sent collect, 13. radio, 14. cable, 
15. miscellaneous. 

The next step is tariffing, which con- 
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sists in figuring out the price resulting 
from number of words at a table-ascer- 
tained rate and writing the amount on 
original message. All chargeable mes- 
sages—groups 1, 2, 3, 4, 5, 13, 14— 
are tariffed in accordance with tariffs 
filed with the Federal Communications 
Commission and the various state regu- 
lation agencies. This is done by a corps 


of highly trained experts with the aid of 
precomputed charts. Charge-sorting fol- 


lows as a logical sequence. Direct 
charges (a above) are sorted alphabeti- 
cally by progressively finer steps into 
Sortergraph units. Weekly—Sunday to 
Saturday inclusive—these direct charge 
messages are cyclically removed in ac- 
count order. The billing eycle is formed 
by collecting the weekly unit into date 
order in accordance with the eyelic 
month. All messages are listed on add- 
ing machine tapes at the close of each 
week for each cycle and at the end of 
each month. ‘Totals are used to control 
bill totals as well as set up weekly 
revenue charges. 

Billing: At New York’s headquarters 
accounting center there are 35,000 bill 
ing accounts, for which the pabulum, 
as in their other accounting centers, con- 
sists of the original physical messages. 
These, as we have noted, are successively 
rough and fine sorted each day, with 
regard to 20 billing cycles per calendar 
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Anabel Hanna (left) is receiv- 

ing messages and Frances 

Hood is transmitting them in 

Western Union's Indianapolis 

office (see photo on page op- 
posite). 


Wide World Phot 


month. Large, as well as Government, 
accounts are billed by submitting the 
messages and adding machine tapes. 
Such customers handle their own entries 
and return the material almost coinci- 
dentally with their remittances. Much 
affice work is saved by this type billing 
system, particularly in connection with 
customers whose bills are so large that 
they prefer to settle daily. The risk in 
tape billing is negligible. 

Billing as a whole is robbed of its 
proverbial drudgery. Each message con- 
stitutes an item consisting of date, desti- 
nation and amount. Messages are billed 
on previously Addressographed _ bill- 
heads. Time and labor is saved by hav- 
ing logotypes for principal cities, so 
that one key-touch on the National Cash 
Register billing machine prints “Chi,” 
“Phila,” and the like. The bill, of course, 
is not complete without the tax. Bill 
rendition embraces tax computation 
which is another task requiring use of 
tables. Computed tax is ineluded at 
completion of billing and the unit or 
section of bill is then balanced with the 
pre-listed tape control. Ledgers are pre- 
pared for the collection department and 
the bills released. While watching this 
process we note that the bills have been 
completed from the actual message- 
originals before the items are ledgered. 

Billing messages telephoned to 
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Western Union is a world in_ itself. 
Tickets are received trom the telephone 
recording department. Tariffs are ap- 
plied and the tickets, listed for total 
charge, are forwarded to the appropriate 
center of the Telephone Co. for billing. 
Settlements are made monthly by that 
company to Western Union. The tele- 
phone subseriber may have his charged 
message (if he has a Western Union 
charge account) billed directly to him by 
Western Union or included in his toll 
statement by the telephone company, 
according to his preference. This service 
used to entail heavy duplication of 
paperwork. When the typed and sent 
message reached the accounting center 
and had been tariffed, a clerk had to 
copy the name, address and phone num- 
ber of the sender, together with name ot 
sending office and chargeable amount 
on a separate slip for the telephone 
company. Chance of error in this opera 
tion was something to be reckoned with, 
in addition to cost of clerical labor. 


Not long ago, Western Union rea- 


sened: “Why not attach the charge slip 
to the message blank in the form of end 
panel with foldover detachable carbon 


coupon?” The idea is in use today and 
the operator who takes the message 
over the telephone, types the name ot 
the sender and the name of the charge- 
able account, as well as date, phone num- 
ber and destination, on the panel in- 
stead of on the main body of message 
blank. Reeopying of the charge infor- 
mation at accounting center is eliminated 
because the detachable end of panel is 
sent to the telephone company. The 
saving effected runs into six-figure sums 
annually, 

In addition to telephone subseriber 
service, Western Union provides special 
coin box telephones for use by the pub 
lie in filing telegrams. Western Union 
collects the revenue from its own coin 
boxes and treats it as cash receipts. 
Telegrams are also filed by patrons 
through regular coin boxes. The Tele- 
phone Co. makes the collections and re- 
mits the tolls to Western Union. Tele- 


THe Orrice—May, 1953 


grams filed by telephone and collected 
by the Telephone Co. represent about 
25% of the total message volume. 

Goverment, cable and press billing fol- 
low a procedure similar to that for regu- 
lar charges. They are billed separately 
by reason of various special require- 
ments in handling. To determine ac- 
counting information and make it defi- 
nite, a Received Colleet Checking record 
is submitted to accounting center. Each 
office furnishes the cash, telephone and 
direct charge information necessary to 
dispose of the several charges. These 
messages are then included with the 
sent-paid file. 

At each month-end a monthly sum- 
mary is prepared covering all cash, tele- 
phone charge and direet charge trans- 
actions. These summaries are forwarded 
to the division auditor for summariza- 
tion with other reports in the division 
and later into one system report. 

Messages are typed once by an opera- 
tor at the point of origin in the form of 
perforated tape and then the signals 
speed over a nationwide wire network 
to destination without manual retrans- 
mission. The system comprises 15 high- 
speed centers. Each center 
serves an area of one or more states. For 
example, all messages sent from the New 
York region— except New York City— 
are flashed through the regional center 


message 


Wide World Photo 
Joan Showner, in the Indianapolis office of 
Employers Mutual Liability Insurance Co., is 
sending a telegram on her Desk-Fax machine. 
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“1 COST LESS THAN 3¢ 
. . YET | PROTECT 
mittions !” 





Sextia r this System Today! 


SPECIAL OFFER! f 
Receiving System includes: OF On y 
T PORTABLE REGISTER 

1000 TRIPLICATE FORMS $ 

yan 40) @ OF -N 4:10) | 


| ne 





Receiving report is 
written on the spot 
showing exact quantity 
and condition of incom- 
ing material, from 
whom received and 
where it is to go. 


eenseses MAIL THIS COUPON TODAY sssesees 


AMERICAN REGISTER CO. 
BOSTON 27, MASS 


(1) PLEASE SHIP SPECIAL $25. OFFER. 
(0 PLEASE SEND FURTHER DETAILS. 
(0 CHECK ENCLOSED (CO BILL LATER 


SHIP TO 
ADDRESS 
CITY & STATE 
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at Syracuse. There they flow through 
automatically with the aid of perforated 
tape to another key center or to the des- 
tination city. 

The introduction of highspeed mes- 
sage centers and automatic transmission 
of messages has brought about radical 
changes in Western Union accounting 
methods. Under former manual methods, 
telegrams were transmitted from their 
points of origin to one of a large num- 
ber of relay stations. At these stations 


| the messages were received in the form 


of words on tape which was then pasted 
to telegraph blanks. Routing clerks 
next sorted the telegrams and girls on 
roller skates carried them to the proper 
trunk line operators. These operators 
retyped the messages to their destina- 
tions or, in many eases, to another sta- 
tion where the whole process had to be 
repeated. 

These time-consuming steps have been 
eliminated. Under former manual methods 
of transmission, revenue was controlled 
and billed from relay copies of mes- 
sages prepared at the main office. High- 
speed message centers have eliminated 
the main office relays making it possible 
to use the original messages supple- 
mented by checks made through use of 
monitoring devices. 


The company conducts its record- 
keeping within five accounting divi- 
sions: Metropolitan East, Lake, Gulf, 
Pacific, Southern. These have respective 
division headquarters at New York, Chi- 
eago, Dallas, San Francisco, Atlanta. 
There are 25 accounting centers through- 
out the country and these have control 
of revenue and disbursement accounting 
in their respective areas. From such 


| centers monthly summaries are sent to 
| the five major centers. 
| are consolidated in New 
| entire system’s 
| corporate reports. 


Trial balances 
York for the 


general ledgers and 


Accounting offices are of three groups: 
(1) division headquarters; (2) account- 
ing centers; (3) divisional offices which 


handle relatively large revenues, have 
local bookkeeping departments to per- 
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Photocopies while you wait.....90 seconds! 


* without leaving your office 


* without darkroom or open trays 


* with permanent, photo-exact detail 


¢ choice of... 


single side copies 


. double side (to reduce filing space) 


Now ready for distribution 
in the U.S.A. through the 
offices and franchised 
dealers of... 


ti CARBON PAPERS 


INKED RIBBONS 
DUPLICATING EQUIPMENT 
DUPLICATING SUPPLIES 


"Devoted to the art of improving impressions” 


105 CHAMBERS STREET * NEW YORK 7, N. Y 
BARCLAY 7.4150 


Send TODAY 
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... transparent copies for use as masters 


with diazo or blueprints 


.. tissue copies for air mail 


Copy-Craft INC. (PHOTORAPID DIV.) 


105 CHAMBERS ST., NEW YORK 7, N. Y. 


I want to know more about Photorapid 
NAME____ 
FIRM_ 


ADDRESS _ 








Girls gowild 


over this new 


at tf 7 
ig 


— 7 
= Sa 


NON-SKID 


TYPEWRITER PAD 


No more clouds of “erasure-dust”’ 
“walking” typewriters. Here's a pad that 
wipes clean in a second, gives a _ soft, 
sound-deadening surface for all office ma- 
chines, fans, etc.—won't slip, pack down or 
get hard—lasts long, eases workaches. A 
real office sensation. 


Standard Size 12" x 13" 
slightly higher W. of Rockies 
Other sizes proportionate 


no more 


Deoler and Jobber inquiries invited 


penddseens i WOOAV ccccncsese 


ACE LITE-STEP CO., Dept. 23, 
1708 S. State St., Chicago 16, Ill. 
Please rush... ..non-skid typewriter 
mats at $2.25 ea. ( ) check enclosed 
( ») send C.O.D. ({( ) open order 
we're rated. ( ) send information. 


Seeceseeeeeecesaaa, 
z 
a 
3 
® 


= Company 
e 


= Address 
. 
5 City 


Zone ’ > 
PTeEPE SELECT CCCCCLOCCCCLOCCTCL TT TT 
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form revenue functions and submit reve- 
nue reports to division headquarters ac- 
counting centers. <A district office (4) 
on the other hand, is smaller revenue- 
wise, performs its own billing and sub- 
mits revenue reports to an accounting 
center. 

Assistant vice president and assistant 
controller W. E. Pudney gives us a 
glimpse of the vastness and variety that 
distinguishes Western Union’s office skill 
when he recites a few of the telegraph 
company’s revenue sources that are on 
the accounting list, each with its own 
specialized accounting picture: (1) Do- 
mestic messages, consisting of (a) full- 
rate telegrams, (b) day letters, (¢) night 
letters, (e) day press messages, (f) 
night press messages, (g¢) U. S. Govern- 
ment services (expedited): (2) inter- 
national messages comprising (a) full 
rate, (b) cable letter, (c) EFM (ex- 
peditionary foree messages), (d) ship 
radiograms; (3) Money Orders which 
brought in $15,000,000 gross ineome 
in 1951 on transfers of funds for the 
convenience of the publie amounting to 
$600,000,000—an average of $65 per 
transfer; (4) News (CND) Service 
Revenue covering reports of trading on 
security and commodity exchanges as 
well as accounts of baseball, football and 
other sporting events; (5) Western 
Union Correct Time Service, supplying 
eorrect time to 75,000 clocks in 2,000 
cities nationwide; (6) Messenger Er- 
rand Service, employing some 10,000 
messengers who, in addition to deliver- 
ing millions of telegrams each year, per- 
form 1,500,000 business and personal er- 
rands and distribute 15,000,000 cireu- 
lars, samples and other sales promo- 
tional material; (7) Collection and Re- 
mittanee Service, by which installment 
and budget payments are accepted at 
Western Union offices for remittances; 
(8) American Express Money Orders 
and Travelers Cheques, sold at principal 
Western Union offices; (9) Leased Cir- 
cuit Revenue, leased wire, telemeter serv- 
ice and custom-built telegraph systems 
for direct, two-way connection between 
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THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 


Get your personalized edition today—a 
unique and beautiful example of modern 
plastic binding. Packed with illustrated 
facts and ideas. Gives complete applica- 
tion story and cost advantages of the 
GBC Binding System—as proven in 
thousands of progressive organizations 
in every field of endeavor. Here's a 
wealth of timely and important informa- 
tion... absolutely FREE 


GENERAL BINDING CORP., Dept. O: 5 
812 W. Belmont Ave., Chicago 14, Ma 





GET THIS FREE PORTFOLIO-PRESENTATION.. 
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Anyone can produce beoutiful 
plastic bound books in 
these 2 easy steps: 


Punch sheets and covers of any size or 
weight, quickly, accurately 


Bind up to 250 books an hour with colorful 
GBC bindings—g" to 1%” diameter. 


Do PLASTIC BINDING 
RIGHT IN YOUR OWN OFFICE 


Bind all sizes and types of loose sheets 
with compact GBC plastic binding equip- 
ment ...in a matter of seconds. You'll 
add prestige, color, utility, attention- 
compelling appearance and increase the 
effectiveness and life of your literature. 
Pages lie perfectly flat . . . may be in- 
serted or removed any place in book. 
TODAY! 


GENERAL BINDING CORPORATION 
Dept. O-5 812 W. Belmont Ave., Chicago 14, Ill. 


Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION this includes complete 
prices, applications, and cost advantages. | under- 
stand there is no obligation. 


NAME ace 
ORGANIZATION 
ADDRESS 
CITY 











io | / | | 
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A ready-to-use combination of one- 
time carbon and typewriter paper inter- 
leaved in sets. Designed with the 
typist in mind. 

No more finger, carbon contact 
No more soiled hands 

™ No more smudged copies 


DISCOVER THE ADVANTAGES — USE COUPON 


- 
PORT HURON SULPHITE PAPER CO. 
PORT HURON, MICHIGAN 

(_] Please send working samples 





subscribers. Such leasing services 
yielded $13,000,000 out of $200,000,000 
gross revenue in 1951. 

Western Union supplies its patrons 


| with 208,000 messenger call boxes. Addi- 
| tionally it provides 26,000 direct custo- 
| mer connections over which telegrams 
| and cablegrams may be instantly sent 
| and received. The newest telegraph is a 
| facsimile system for use within custo- 
| mers’ organizations called Intrafax. 
| Available on a leased basis, Intrafax 
| transmits letters, orders, requisitions, 

drawings and documents at high speed. 


All Western Union branch offices have 
a daily report system of revenue and 
receipts. These reports, covering all 
phases of the subject office’s possible 
activity, are mailed to a local main ac- 
counting center or bookkeeping bureau 
every night to be accumulated into 
weekly totals. IBM equipment performs 
all plant accounting; other billing activi- 
ties are handled chiefly by National Cash 
Register and Remington Rand equip- 
ment. Western Union handles nearly 
200,000,000 messages a year involving 
the counting of nearly 6,000,000,000 
words. Original messages are generally 
held for 6 to 12 months in well kept files. 











“What bright, young chap has taken over 
my messenger duties?” 
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STANDARD DUPLICATING MACHINES CORP. 
EVERETT 49, MASS. 











A New Approach to 


Tab Room Efficiency ... | 


FRONT 
(Panel Storage) 


the sensational 


ae ae 


DESK 


ONLY Combi-unit gives you all these 
units in one combination: 
OFFICE DESK 
WORK TABLE 
PANEL CABINET 
CARD STORAGE BINS 
FORM RACKS 
WIRE STORAGE 
MISCELLANEOUS ACCESSORY 
STORAGE 
- using no more space than 
an ordinary office desk. 
SAVES SPACE! PROMOTES EFFICIENCY! 


REAR 
(Form Racks) 


Business Systems & Equipment Co. 
704 WEST TWENTY-SECOND STREET 
MINNEAPOLIS 5, MINNESOTA 
Write for Descriptive Folder. 








Keep a Secret? 


(Continued from page 122) 


| that his daughter in Los Angeles was 


running around with a man whom she 
said she was going to marry. He was 
worried and wanted us to make a back- 
ground investigation on the man and 
rush our report. We discovered he had 
been married and divorced twice, was 
supporting five children and his financial 
and credit rating was very bad. Our 
client paid our bill without comment. 

About a month later the same client 
called up again and requested a back- 
ground report on another man with 
whom his daughter was now going. We 
made the investigation and discovered 
that the man was single, had about $10,- 
000 in the bank and was desirable in 
every way. Again we forwarded our re- 
port, and again our bill was paid with- 
out comment. We have no further re- 
quests for background investigations 
from this particular client so assume the 
girl married the second man. 

Many persons believe that a private 
investigator is in competition with law 
enforcement agencies. Nothing could be 
farther from the truth. We work with 
the law enforcement agencies and, in 
civil cases, frequently go much farther 
than they are permitted to go. But we 
never break the law. We do no invasions 
of privacy; no crashes. People have 
said: “To look at you, we’d never take 
you for private investigators. You don’t 
look the part.” Of course, we don’t. If 
people knew we were investigators, we 
would lose our value. Clients see either 
Major Hartman or myself. They sel- 
dom see any other member of our or- 
ganization. We have a large staff of col- 
lege trained female and male operatives 
who are specialists in their field and 
we always try to fit the operative to the 
particular case. 

For instance, if we have to do any 
work involving sound equipment, we 
have a qualified sound engineer on our 
staff who handles the case. He holds a 
degree from a well known university. If 
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Jack Wardlaw, author of 
Top Secrets of Successful Selling 


ou’ Zo make more time for selling 





The first requirement of a good sales- 
man, according to recent sales management 
studies, is the ability to organize time. Even 
the best salesmen get bogged down in paper 
work ... fail to realize their full potential. 

Above, you see how to lick that problem. 
Each man has his own Gray Audograph 
... talks his call report and follow-up letter 
while the facts are fresh. He mails the 
plastic disc in for typing and action, while 
he goes on to the next call. Less paperwork 
. .. more sales calls... more time to 
think and plan. 

Even the traditional, long-winded sales 


auiaerark 


The world’s most versatile dictation instrument 
AUDOGRAPH* sales and service in 180 U. 8. cities, See 
your Classified Telephone Directory under ‘‘Dictating 
Machines.’’ Canada: Northern Electric Co., Ltd. Abroad 
Westrex Corp. (Western Electric Co. export affiliate) in 
35 countries, Audograph is made by the Gray Manufac- 
turing Company — established 1891 — originators of the 
Telephone Pay Station. 

*TRADE MARK REG. U.S. PAT. OFF. 


convention is losing favor. Instead of call- 
ing men in off the road, you send out short, 
frequent messages on Audograph discs. 
Your sales training program comes alive 

. gets better results . .. is more easily 
managed. 

These are some of the reasons leading 
firms have equipped their sales forces with 
individual Audographs. But it’s only part 
of the story of how low-cost, versatile 
Audographs are speeding paperwork every- 
where in business and professional offices. 
Get the complete facts! 


The Gray Manufacturing Co. 
Hartford 1, Connecticut 


Please send me your illustrated Booklet R-5 
“How to Talk Yourself out of Time-Taking 
Work.’’ 





NAME 











“ma-co” 


THE MAGNETIC COPYHOLDER 


Following is part of a letter received from a 
secretary (name on request) who used the 
Marvelous Ma-Co Copyholder for the first 
time--“I am now the proud user of the 
Ma-Co Magnetic Copyholder and the envy 
of the other girls. It was the answer to our 
prayers:’ 

The Ma-Co Liner, sensational new copy- 
holder, speeds copying and transcription time 
—makes filing a breeze—whisks away “‘copy- 
ing lag:’ See your stationer now, or write: 


THE PETTERSEN MFG. CO. 
627 Milpas Street, Santa Barbara, Calif. 
In Canada: Carbon Paper Serv. Bur. 
177 King St., W. Toronto 


The Pettersen Mfg. Co. 
627 Milpas St., Santa Barbara, Calif. 


C] Please send literature. 
Name 
Company 
Street 
a sex 


State 
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we want to send an operative into the 
slums to pick up information, we have 
college trained men and women who can 
look and act the part of bums. By the 
same token, our male and female opera- 
tives can hold their own in the best of 
society. 

Our employers verification division 
cuts the work done by a company’s per- 
sonnel department to a minimum. Sub- 
seribers to this service merely send us 
a completed application form and we 
do the rest. We not only include a man’s 
character and financial standing, but 
check with former employers for their 
opinions and search for all items of 
record. If we find that a person is a 
member of a subversive organization, 
or has ever been, that information is in- 
cluded in our report, which is sent to the 
authorized executive of the company in 
a confidential folder and envelope. 

We are completely equipped with 
radio cars and technical equipment, such 
as thief detection powders, ultra violet 
lights, ete., for use in our problems. We 
have our own darkroom. We are licensed 
and bonded in the State of California 
and we are told we enjoy a high rating. 
We have a thorough knowledge of how 
to search the pertinent public records. 
Anything you want to know about any- 
one or anything, we will try and find 
out for you. There are many good in- 
vestigators in the field and there are 
some who do not rate as high as others. 
As a word of caution, we would say: 
“Investigate your investigator, before 
you employ him.” 


Some cameras used by investigators. 
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The Hermetite Non-Slip Process: 
makes carbon paper... 
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NON-SLIPPING 
and curl resistant. It’s easier to collate with copy paper 


and it won't slip in the machine. Makes clean, accu 


rately registered multiple copies 





STRONG, DURABLE 


and therefore economical so that every sheet of 
Hermetite Processed carbon lasts longer at every 
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typing station. 


Ideal for Electric Typewriters 
for which Hermetite Processed carbon is ; 


especially effective. 





Any one of the following manufacturers 
will gladly supply you with trial samples 
of Hermetite treated carbon paper for : 


testing in your office 





American Carbon Paper Mfg. os: Ennis, Texas ‘ 
Ca ae gi ‘canada, Co. 
awa, On an 
Kars Beker New vont 2 Co HERMETITE Corp. 
Pacific Garbon Te i 245 PATERSON PLANK ROAD 
Queen Ribbon & Carbon Co. 1055 % Stewart Ave. CARLSTADT NEW JERSEY 
Garden Cit ¥, 
Write Inc., Do Lexington Ave., New York 17 
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Over 5,000 Satisfied Users 
sy IT'S TOPS ge, 


---FOR SPEED 
---FOR BEAUTY 


Note the exclusive 
storage box and top 
tray. Both easily 
removed. 


Over 450 in use 
by one leading 
Western bank 
chain. 


"bigae_ com cuancer (3) 


Makes change faster — more easily. Now more than 
5000 satisfied users in banks, savings-loan, theatres, 
stores, ticket offices. Made of sturdy aluminum with 
gray hammertone finish. Small —compact size. All 
parts and workmanship unconditionally guaranteed. 


4 - 
HOLDS $125. 
I¢ TO 50¢ 








With roll-out base —$22.50 extra, plus tax 


ALUMINUM CLIP BOARDS — 


The best quatity aluminum 
clip board you can stock. 
Heavy gauge aluminum 

with special Alumilite 
Finish — will not rub 

off on hands or clothes. Clip- 
boards will not break, warp or bend. All 
edges smoothly finished. Standard 6” bright 
metal clip. 4 sizes—Legal, letter, note, pad. 


Holds and protects bills of lading, 
memos, invoices, etc.— Provides 
excellent writing surface. Heavy 
gauge “lifetime” aluminum with 
satin Alumilite Finish. 2 heavy 
springs hold paper firm. 

Strong piano type hinge. 


4 sizes—Legal, letter, note, pad. 


Oe ee LOD ae: ad eae ee ‘ 
Exceptionally strong sturdy clips. All 
steel with bright finish. At bank and 

office supply dealers. 





DEALERS: Write for discount and price list. 


METAL PRODUCTS ENGINEERING, INC. 
LOS ANGELES 58, CALIFORNIA 





Employees’ Abilities 
Can Be Improved; Not 
Their Personalities 


MELVIN THOMPSON 
Merchants Transfer & Storage Co., 
Des Moines 


The problem of holding our clerical 
workers is a very serious one. We have, 
of course, a few old standbys but, other 
than these few, the personnel of the office 
is constantly changing. A girl is hired, 
trained and then, in a few short months, she 
is gone. This is expensive in both time and 
money, as the true value of the employee is 
lost by the short span of her work life in 
the office, and we are constantly faced with 
the job of training new employees. After a 
careful survey of the situation, I have come 
to the conclusion that the core of the prob- 
lem is primarily one of personnel relations. 
Due to the inability of the girls to work 
satisfactorily with one another, we are 
constantly losing employees who would 
otherwise fit nicely into our routine. This 
problem is one which bears directly on the 
office manager, as it is his responsibility to 
see that an attitude of cooperation and 
friendliness exists between both individuals 
and departments. To maintain the proper 
relationship may be difficult, but it is not 
impossible. 

To start with, at the time of hiring, 
much more emphasis should be attached 
to personality traits. The girl with average 
ability can be welded into an efficient office 
girl, while the girl with average personality 
at time of hiring will still have the same 
personality at the time she quits her em- 
ployment. Next, much better individual 


| and departmental relationship can be ac- 
| complished by regular discussions and get 


togethers. Many a gripe has been dis- 
solved by simply talking it out with the 
persons involved. Quite often a girl with 
considerable talent will be very dissatisfiea 
in her position. It is sometimes possible 
to greatly improve her attitude toward her 


| job by transferring her to another depart- 
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CARBON APPLIED ONLY 
IN DESIRED AREAS... 


Spot-O-Carbon may be applied to the back of business 
forms parts or to Kraft tissue which is interleaved between 
parts of business forms. Any shape or area may be 
covered with carbon by the hot-spot wax process. 


CONTACT THE COMPANY FOR FURTHER DETAILS! 


ARTHUR J. GAVRIN PRESS, Inc., New Rochelle, N. Y. 


Manufacturers of SnapSasy” One-Time Carbon Interleaved Business Forms 
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No snagged hose! 
No bruised shins! 
with NEW 

“STYLINE’ STANDS 


No crossbars to bruise shins 


Offers most leg room 


. 

© No sharp edges to snag hose 

o 

® Assembles in less than 3 minutes 


Modern styling offers most leg room... 
ends complaints, increases employee effi- 
ciency. Users everywhere praise its sway- 
proof construction. Elevator base easily 
shifts to legs or casters. Other models. 


NEW LOW COST 
“EXPANDO” POSTING TRAY 


@ Expandable to 91/2" 

© Holds 1900 sheets, 25 guides 
e Handles variety of card sizes 
© Weighs only 4 lbs. 


i j 
Eliminates search time, speeds posting. Designed 
for modern machine bookkeeping systems. Even 
pressure keeps posting angle. 
Sturdy stand to match, Dust-proof hood with 


lock available - 


Wide Literature! 
Send FREE literature as checked: 


records at best 


[] ‘Styline’ stands 


Weber Brothers merar works 


106 North Jefferson St., Chicago 6, Ill. 
QUALITY PRODUCTS SINCE 1885 


_ 
= 
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1 | in plates, ee 
1 | cutting. 

[|] “Expando” trays : 
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ment where she will fit in more smoothly. 
The office manager should also be aware 
of the job of the individual as much as pos- 
sible. Especially should he be alert for the 
misguided character who believes that the 
entire responsibility for the satisfactory 
functioning of the office is dependent upon 
her and her alone. If allowed to continue 
on her merry way, she will take over many 
activities which are not her responsibility 
at all, and in doing so, will cause much ill 
will between herself and all others involved. 
I have personally seen several girls quit 
and go into other offices or other types of 
work because of this. 

Many, many examples of the disastrous 
effect of poor relationship between office 
employees could be cited. They could be 
and are the cause of many of our person- 
nel problems. Certainly, cooperation and 
the ability to get along with your co- 
worker are essential to the office, and the 
holding of clerical workers would be greatly 
simplified if the office manager placed much 
more emphasis on personalities. The office 


manager should be a psychologist. 


Get Professional Results 
with presensitized offset plates 


ONLY $159.36 FOR BOTH 
ARC LAMP AND VACUUM FRAME 


use a 
MILLER-TROJAN 
VACUUM FRAME 
and ARC LAMP 


For professional big-frame re- 
sults. 3 sizes to choose from. 
Perfect overall contact. Com- 
plete with hose, vacuum pump 
and '% h.p, motor. Just plug 
in and begin. 

New Miller-Trojan 110 volt, 
20 amp. Arc Lamp. Assures fast 
exposures, ctly burned 
from under- 


WRITE FOR FULL INFORMATION 
ON HOW TO USE THESE IN YOUR 


| OFFICE. 


| MILLER TROJAN CO., TROY, OHIO 
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ADD 


CALCULATOR 


it's all a matter of facts 
and figures. Plus Calculators 
subtract from your overhead 
because they 


For performance, durability and 
economy modern business establishments 


are changing to Gas Pitas 


Service immediately available — seldom required, 


 REDER COMPUTING MACHINES -INC. 





COLE'S 





ONE DRAWER letter file with 
spring compressor. Sinooth glid- 
ing, roller bearings. 1434" w., 


12!/." h., 16" d. No. 111, $12.50 


Legal size. 1834" w., 12I/" h., 
16" d. No, 222...........$14.50 





SAFETY CABINET built of heavy 
gauge steel. With jock and key. 
1434" w., 12!/2" h., 16" d. No. 121 


Jumbo-size. 1834" w., 12!/" h., 
16" d. No. 151 





700. Letter file. No. 702. Letter file, No. 704. Letter file, and No. 706. Letter file 
* s 4 x 6 card file. safe unit. 14%" safe and 4 x 6 drawers. 


.. 6W., 
30/2" h., 16" d. $30.25 143%4"" w., x Oh Si x 
g 16"' d, 37.45 
No. 701. Legal size. No. 705. Legal size. 


183%4"' wide. .....$34.65 No. 703. Lega! size with 183%4"' wide, .....$34.65 No. 707. Lega! size, 


5 x 8 drawers. ...$44.25 with 5 x 8 drawers. 
ewes eee $44.25 


Colors: Olive green or Cole gray finish. 
LOCKS for all units on these pages, $2.10 per drawer. 


STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y. 





Laterlock* 


The cabinets illustrated on this and the 
opposite page represent only a few of 
the combinations made to meet your 
own particular needs. They can be 
interlocked with standard 3x8, 4x6 or 
5x8 card cabinets. Cole's “Interlock” 
units are small enough to fit into any 
closet or corner, yet large enough to 


house any filing system. 


PRICES SLIGHTLY HIGHER IN TEXAS, 
COLORADO AND WEST OF THE ROCKIES. 


708. Letter file } 
"legal — blank" No. 710. Double ‘‘lega! 
drawers. 14%4'' w., x blank'’ drawers, 3 x 
20!/2"" h.,x 16"' d. $31.50 card files, plus safety 
un 
No. 709. As above but 16 
‘legal size’ width. 


saa 


SYSTEM 


ADD-A-SECTION 


Cole’s popular interlocking units will save you 
time and valuable space. Designed so that you 
can build your own filing system to suit your par- 
ticular needs. These are all 16° deep, 14%" wide 


(letter size). 


CABINET for 4x6 CARDS 
No.C3462 $7.20 


CABINET for 6x4 CARDS 
No.C3364 $20.00 


CABINET for 9x6 FORMS || —! 


No. ©3962 $19.20 ( 


( 
‘LEGAL BLANK‘ Cabinet _— 


also used for stationery 
and office forms 


No.C166 $12.50 


LETTER SIZE FILE 
No.111 $12.50 


PRIVATE SAFETY Cabinet 
No.121 $12.50 














SANITARY BASE 
No.1118 $6.25 


SEND FOR COLE'S NEW 1953 CATALOG 


. STEEL EQUIPMENT COMPANY 
LE 285 Madison Avenue, New York 17, N. Y 








ew Produc 


ELECTRONIC COMPUTOR 


International Business Machines Corp., 
990 Madison Ave., New York 22, N.Y., 
makes the 701 highspeed electronic com- 
puter composed of 11 connected units 
known as Electronic Data Processing 
Machines. This is the first calculator of 
comparable capacity to be produced in 
quantity and a dozen or more will be 
built this year, all consigned to gov- 
ernment agencies or defense industries, 
to rent for $11,900 monthly or more, 
depending upon storage capacity. A 701 
installed in New York will operate as a 
technical computing bureau for organiza- 
tions using mathematical computations. 
The machine uses a floating point tech- 
nique to note position of the decimal 
point in the input numbers, keeps track 
of the point and reports its position as 
the results are printed. Only three weeks 
are required to instruct 
preparation of problems for the 701 and 
operation of the machine which has at 
least 25 times the overall speed but is 
less than one-quarter the size of IBM’s 
Selective Sequence Electronic Calculator. 
The 701 three 


users in the 


uses storage devices: 


cathode ray tubes, magnetic drums and 
magnetic tapes. The computing unit 
uses small electronic tubes which can 
count at millicns of pulses a_ second. 
Several thousand germanium diodes are 
used in place of vacuum tubes, with re- 
sultant savings in space and power re- 
quirements. The 701 was designed for 
scientific and research purposes, and simi- 
lar components are adaptable to account- 
ing and recordkeeping. It can perform 
more than 16,000 addition or subtraction 
operations and more than 2,000 multipli- 
cation or division operations a second. 
In a typical problem, it performs an 
average of 14,000 mathematical oper- 
ations a second, using the binary num- 


ber system but all initial data and final 


results may be in the decimal 


Highspeed conversion 


system. 
number 
Banks 


resemble 


between 
systems is handled automatically. 
of cathode ray tubes which 
small television picture tubes, store the 
equivalent of 20,000 decimal digits on 
their screens by the 
sence of charged spots. In a few mil- 
lionths of a second, any digit stored on 
a tube’s screen can be selected for use 


presence or ab- 
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by a scanning electronic beam. Mag- 
netic drums store the equivalent of 
80,000 decimal digits, any of which are 
available for use thousands of times a 
minute. Each reel of magnetic tape can 
store 2,000,000 digits and fresh tapes 
can readily be substituted for those filled 
with digits. Components of the 701 in- 
clude an Electronie Analytical Control 
Unit, Electrostatic Storage Unit, 
Punched Card Reader, Alphabetical 
Printer, Punched Card two 
Magnetic Tape Readers and Recorders, 
Magnetic Drum Reader and Recorder, 
and units governing power supply and 
distribution. Results can be printed at 
the rate of 1,050 ten-digit numbers a 
minute. The 701 will transmit results 
to magnetic tapes at a rate equivalent 
to 1,250 ten-digit numbers a second, or 
will punch the results in standard 
punched cards at a rate equivalent to 
2,400 ten-digit numbers a minute. 


tecorder, 


PAPER SAMPLE BOOK 


Gilbert Paper Co., Menasha, Wis., of- 
fers a free sample book of the complete 
Gilbert 25% new cotton fiber content 
line, one of the most extensive in the 
field. This handsome and _ funetional 


book includes the wide range of weights, 
finishes and Gilbert 
onionskin, safety ledger, manu- 
seript and bristol. The 
cover of the sample book has been pro- 
duced in five colors and is acetate lami- 
nated with a plastic binding. The di- 
vider sheets for each item give complete 
information and suggested uses for that 


colors of 3ond, 
paper, 


cover index 
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particular type of paper. Several pages 
of interesting facts about the Gilbert 
mill are also included. Copies of this 
sample book may be obtained from local 
Gilbert Paper merchants. 


PHOTOCOPY MACHINE 


Copease Co., 270 Park Ave., New York 
17, N. Y., are sole U. S. distributors of 
Develop photocopy machines which pro- 
duce permanent, dry, positive copies of 
and 

Copies 


wide 


any original up to 14” 
length in less than 45 seconds, 
can be on single or double-sided paper, on 
card stock, or on airmail or transparent 
Any person can operate the ma- 


any 


paper. 


chine which requires no darkroom or 
travs of liquids. The machine can be 
plugged in anywhere and uses Copyrapid 
paper by Agfa Leverkusen in four sizes 
from 846” x 11” up to 14* x I?” 
as in continuous rolls 8%” to 14” wide. 
Machine will thick 
books without losing the inner margin. 
Transparent copies are used for making 


as well 


make copies from 


blueprints and cdiazo prints. The origi- 
nal to be copied is inserted with a sheet 
into the 


and is elee- 


of Copyrapid negative paper 
upper slot in the machine 
trically fed through the exposing unit. 
Original is then returned 
to normal use while the negative paper 
and a sheet of Copyrapid positive paper 
are fed through the lower slot. In a few 
seconds the sheets are ejected, fully de 
veloped. 


removed and 


In addition to electrically oper 
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ated models, there is a manual model 
for hand operation where electricity is 
not available. Complete information on 


all models can he had from above 


address. 


OFFSET PLATEMAKER 


Colwell Litho Products, Ine., 616 Fifth 
Ave. South, Minneapolis 15, Minn., makes 
the Colight Frame in which 
both the light source and contact frame 
are combined in a single, compact unit. 
Illumination is provided by a bank of 
rapid-starting black iight fluorescent 


Exposure 


PE is BE ities 


bulbs. A patented louver glass directs 
the light rays directly onto the copy. Be- 
cause of its fidelity, this unit can be used 
for halftone work as well as regular line 


work. The smallest Colight unit weighs 
57 lbs. and plugs into any 110 v. outlet. 
Larger units are available in sizes to 
take up to 17” x 22” offset plates. De- 
tailed information from above address. 


PIN-PRONG BINDER 


Acco Products, Inc., Ogdensburg, N. Y., 
makes the 9000 Line of Pin Prong Acco- 
press Binders for margin 
punched forms. The binder is equipped 
with an Acco Fastener having very nar 
row prongs to accommodate the 
holes of many pre-punched sheets. The 
9000 Line is available in a choice of 
genuine pressboard or heavy binderboard 
covered either with canvas or black peb- 
ble grain cloth. Centers of either 6” or 


users of 


small 
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814” may be had from stock and other 
A large 
range of sizes is listed to meet the needs 


centers are available om order. 


of practically every user. This Acco Pin 
included in the latest 
Acco price list and details may be had 


Prong binder is 


from above address, 


DICTATING MACHINE 


Pentron Industries, Ine., 664 N. Michi- 
gan Blvd., Chicago 11, Dl, makes the 
Pentron Dictorel dictating-transcribing 
machine which uses magnetic coated pa- 
per called Talkaform. It can be used 
and re-used over 2000 times without loss 
of fidelity. Machine — electronically 
erases the paper while re-recording so 
that not even a whisper of previous re- 
eordings full volume. 


remains even at 


This saves time and eliminates sending 
the recorded medium out 
ing. The Talkaform can_ be 
upon, folded filed or mailed in a 
letter-size envelope at regular 3e¢ postage 
rate. 
changed or replaced by back-spacing and 
re-recording over-the previous dictation. 
This saves transcriber’s time reviewing 


for reprocess- 
written 
and 


One word or more can be easily 


THE Orrice—May, 1953 





material to note mistakes before typing. 
Dictation and transcription are both 
done on one machine. ‘Talkaforms feed 
into the machine like paper in a type- 
writer. Extremely easy for executive 
and transcriber to operate and suitable 
for either private secretary or typing 
pool, The Pentron Dictorel is also useful 
for conference reporting, work, 
telephone recording, inter-office com- 
munication and mobile dictation. Instant 
stop, start and measured backspace are 
possible with mike, foot, typewriter or 
knee control. Spot corrections make it 
possible to change a word or sentence 
without adding to transcribing time. 
Point-to-point indexing for indicating 
length of dictation. Machine has all 
standard transcribing controls and built- 
in speaker. The Talkaform, no larger 
than a sheet of legal stationery, can be 
notarized and used as a legal document. 
Machine is no larger than a_ portable 
typewriter, operates on AC, 105-120 volts 
50/60 eyele, weighs 22 Ibs. List price is 
$295 including tax, with 
10 Talkaforms, 1 set index tabs, plastic 
cover. Hand microphone or foot control. 


sales 


fob Chicago, 


NOISE-CONTROL CABINETS 
Gates Associates, 9 Commercial St., 
Rochester 14, N. Y., announce Sof-Tone 


eliminating 
machines. 


Cabinets for 
office 
These cabinets absorb all high frequency, 


Acoustical 


harmful noise of all 
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metallic sound vibrations and reduce 
remaining sound fully 50%. In addition, 
they provide indirect, uniform fluores- 
cent lighting over the working area. 
The lighting fixtures are usually set at 
different angles to minimize stroboscopic 
effect and the ivory colored monk’s cloth 
interior eliminates eyestrain. Sof-Tone 
acoustical cabinets are made in over 50 
sizes for all machines and machine-desks, 
including Teletypes, .bookkeeping ma- 
chines, ete. Users report an increase of 
from 10% to 30% in posting production 
and a decrease of 25% to 75% in errors 
when with accounting machines. 
The cabinets will last indefinitely and 
“an be easily moved anywhere in the 
office. Although the ‘‘social intercourse’’ 
of machine operators is reduced by the 
cabinets, operator morale is raised by a 
reduction in irritating headaches and 
high nervous tension. The operators sit 
completely outside the cabinets while the 
records they are working on remain 
within the privacy of the eabinet. ‘he 
cabinets’ performance is fully guaran 
teed. Literature from above address, 


used 


ADDRESSING SYSTEM 


Reynolds & Reynolds Co., 800 German- 
town St., Dayton 7, Ohio, makes the 
Dupli-Riter Addressing System which 


consists of a Dupli-Riter table for align- 
ing the mailing pieces, Dupli-Riter ap 
plicator with a and wiek in 
the handle and roller on the end, master 
Dupli-Riter fluid. 
address a many, 
mailing pieces, quickly without skill or 
training. address 
cards are used in place of addressing 


reservoir 


address ecards and 


Anyone can few, or 


Economical master 
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plates. These are quickly prepared on 
a typewriter or written by hand for a 
personal touch. Names can be added or 
removed in a matter of seconds to keep 
mailing lists up-to-date. Each master 
address card will clearly reproduce fifty 
times or more. Operation is simple: the 
handle of the applicator holds a lasting 
supply of fluid which is applied to the 
mailing pieces through the wick. A mas- 
ter address card is placed over the 
moistened mailing piece and rolled with 
the applicator, resulting in an address 
reproduction. Illustrated literature from 
above address. 


PHOTOCOPIER 
Photostat Corp., 299 State St., Roches- 
ter 14, N. Y., makes the Photostat In- 
stant Copier which uses the Eastman 
Kodak Verifax process for making pho- 
tocopies on plain paper. It is an inex- 


pensive machine occupying less than 2 
sq. ft. of space which will make finished, 
dry copies of any subject matter up to 


8%” x 14”. It does not require a sub- 
dued light area and will make copies on 
various types of plain paper or on exist- 
ing office forms. Copies can be made 
on both sides of a sheet and will be as 
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permanent as the paper on which they 
are made. It is not necessary to use 
specially coated papers with this ma- 
chine. Write above address for litera- 
ture describing this new process. 


CARBON-MANIFOLD SETS 

Port Huron Sulphite & Paper Co., Port 
Huron, Mich., offers free working sam- 
ples of Huron Copysettes which are as- 
sembled sheets of 814” x 11” manifold 
and paper for saving time in 
making as many carbon copies as de- 
Copysettes come in two styles, 


carbon 


sired, 


shake-out and pull-out, for extracting the 
one-time carbons after typing. The mani- 
fold paper is available in choice of white 
or six colors. The pull-out style is packed 
in boxes of 100 and 500 sets and the 
shake-out style in boxes of 500 
Write above address for free 
samples. 


sets. 


trial 


FOLDING MACHINE 
Print-O-Matie Co., Merchandise Mart, 
Chicago 54, Ill., announces the Fold-O- 
Matic folding machine, the size of a 
typewriter, with which a girl can fold 


100 letters (regular double-fold for No. 
10 envelope) in less than one minute. 
Folding and creasing for No. 6% enve- 
lopes, and other commonly-used folds, 
are accomplished with corresponding 
speed. The Fold-O-Matic has the Verti- 
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eal Creaser which eliminates the need 
for two operations to accomplish a ver- 
tical fold. Operated by hand, it needs 
no electrical outlet and has no motor 
mechanism to adjust or repair. It is 
easily adjustable to handle sheets from 
5” x 5” to 8%” x 14” and is simple 
enough for any worker to operate. The 
machine is sturdily built of steel with 
attractive Print-O-Green Hammertone 
finish, measures 18” x 14” x 12” high and 
weighs only 30 lbs. Now being manu- 
factured in the company’s plant in Hol- 
land, list price is $110. 


SPIRIT DUPLICATORS 
Queen Corp., 1055 Stewart 
Ave., Garden City, N. Y., distributes 
Ormig Spirit Systems Duplicators, made 
in 29 models including a column elimi- 
nating and condensing machine which 
automatically transfers columns and 


Systems 


lines, vertically and horizontally, by push 
button control. It will post one, two or 
three lines to any position on the copy. 
Adjustable stamping devices are built 
into the drum for stamping variable 
data. An electronic optical control makes 
it easy to change stamped data. Elec 
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justment of registration. 


tronic thyratron controls speed the drum 
for longer runs. The direct pressure 
fluid feed automatically controls fluid 
flow for both pressure and copy area. A 
plus and minus gauge allows micro-ad- 
Machines are 
made for addressing, purchasing, invoic- 
ing and other accounting work with 
automatic feed for addressing pieces 
from 4” x 4” to 18” x 80”. Duplication 
of from one to five colors is possible. 
Full information from above address. 


BOOKKEEPING MACHINE 

Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., makes the Reming- 
ton Rand Low-Cost Bookkeeping Ma- 
chine, a complete bookkeeping machine 
which produces multiple records with 
mechanical proof for every entry, in- 
stantly-computed account balances and 
automatically accumulated accounting 
control figures. All computations are 
made step-by-step within the registers. 


The cross-register, which computes the 


new account balance, will lock auto- 
matically if the balance is transcribed 
incorrectly. The same is true of the 
vertical registers, which compute column 
totals, if an entry is not made in its 
correct decimal position. Complete proof 
of posting is assured by eomparison of 
totals in pickup and proof columns to 
show that old balances have been entered 
correctly for every account; by eompari- 
son of totals in charge and credit col- 
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umns with pre-list totals to show that 
all items have been entered correctly; 
and by an asterisk in balance column 
to show correct entry for each new bal- 
Combined with highspeed figure 
mechanism the 46-key, touch-operated, 
alphabetical-numerical keyboard permits 
every item to be described as fully as’ 
desired in large, readable type on origi- 
nals and carbons. Column registers, all 
designed for direct subtractions, may be 
added at any time. Number of registers 
is limited only by width of carriage so 
capacity can be easily expanded for 
larger users without replacement or me- 
chanical modification. Front feed ear- 
riage is rigid, durable and perfectly bal- 
anced. Ledger, statement and journal 
may be inserted and posted simultane- 
ously. Once journal is in place, it calls 
for no further attention until filled or 
the run is completed. A competent typist 
can familiarize herself with machine in 
half an hour. Tab stops and registers 
can be adjusted instantly to switch from 
one job to the next. Motor bars have 
been eliminated. Continuous 100% visi- 
bility of writing line and register totals 
enables operator to use touch typing 
methods to best advantage, without in- 
terrupting work rhythm during posting 
run. Other features include a light, re- 
sponsive keyboard; single-key controls 
for date entry, tabulating; and electri- 
fied carriage return. 


ance, 


RECEIVING SYSTEM 


American Register Co., Boston 27, 
Mass., offers a complete Receiving Sys- 
tem which consists of a portable auto- 
graphic register, 1,000 receiving forms 
in triplicate and two rolls of carbon. 
The receiving report is designed to be 
written on the spot to indicate the exact 
quantity and condition of incoming ma- 
terial, from whom received and to whom 
it is to go. Copies of the same form 
implement the system. The entire Re- 
ceiving System, as above, is sold for 
$25 complete. Details from above ad- 
dress. 
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ADDRESSING MACHINE 


Nettle Mfg. Co., 27 Huntington Ave., 
Boston 16, Mass., has added the 
A-dress-R Jr. to their line of addressing 
machines. This low-priced machine uses 
metal Speedaumat plates which print 
through a ribbon. It produces neat work 
quickly and is always ready for instant 
use without preliminary preparations. 
Plates are placed in a hopper which 
holds 45 and 1,000 impressions can be 
made in one hour. <A push of the 
plunger ejects used plate but keeps 
plates in order. Single or multiple im- 
pressions can be made and plates can be 
put into machine singly for individual 
impressions. Special platens are provided 
for making carbon copies. An adjust- 
able guide insures accurate registration 


on any size envelope up to 9” x 12” and 
machine will imprint circulars. Em- 
bossed plates can be ordered by mail at 
5¢e for three lines of embossing. Plates 
will take up to five lines. Machine is 
simple to use and free from mechanical 
troubles. It lists at $65 plus $3.90 tax, 
” 


” 


measures 18” x 7” x 7”, weighs 22 Ilbs., 
finished in gray wrinkle enamel. Write 
for Circular E which describes machine 
and 10-day trial offer. 


OFFSET PLATE 


Remington Rand Ine., Room 1928, 315 
Fourth Ave., New York 10, N.Y., makes 
the Presensitized Photospeed Plasti- 
plate which requires only one step after 
exposure to be ready for the offset 
duplicator. It has the dependable high 
qualities of the conventional Plastiplate 
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and comes ready for exposure with all 
the preliminary processing steps built 
into the plate itself. No time or equip- 
ment for sensitizing the plates is re- 
quired. After exposure the plate is wiped 
with a piece of cotton soaked in the 
desensitizing solution and is immedi- 
ately ready to print. Exposures can be 
made as much as 60% faster and errors 
in the negative can be corrected easily 
on the plate. After the plate is dry, 
extra information can be typed or writ- 
ten right on the plate with a ballpoint 
pen. Folder DS108 ‘‘Now . . . Depend- 
able Speed in Offset Plate Preparation’’ 
describes the plate in detail. 


PHOTOCOPY MACHINE 


Copy-Craft, Ine., Photorapid Div., 105 
Chambers St., New York 7, N. Y., has 
been appointed nafional distributor for 
the Photorapid photocopier which needs 
no darkroom or handling of liquids to 
make permanent, finished, dry copies in 


less than 90 seconds of documents on a 
choice of regular, single or double sided 
paper, air mail tissue, or transparent 
paper for use as diazo masters. It copies 
from originals up to 12” x 17” and can 
copy from pages in a book without in- 
juring the volume. Machine is elec- 
trically driven and operates automati- 
eally. Literature from above address. 


DUPLICATING PAPERS 


Eastern Corp., Bangor, Me., empha- 
sizes the absence of lint from its com- 
prehensive line of Atlantic and Manifest 
duplicating papers. Special surfacing 
and sizing is built into these fine papers 
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to make them smudge-free when coming 
out of the duplicator. Sample packets 
or sheets are available from the manu- 
facturers for stencil, spirit or offset 
duplicators., 


TABULATING DESK 

Business Systems & Equipment Co., 
704 W. 22nd St., Minneapolis 5, Minn., 
makes the Combi-Unit Desk which gives 
the punch card tabulator operator a full 
size 34” x 60” desk top for board wiring 
or clerical work and a convenient desk 
drawer. There are two additional 
drawers, 1544” x 13%”, one partitioned 
for plugs and various length wires, the 
other for accessories. All drawers ride 


on rollers. A 514” foot well and ample 
knee well comfortably accommodate tall 
persons. 
protects plugs, wires and contact hubs 
and in Model A provides space for 8 
triple and 6 single panels. Model B 
takes 6 triple and 6 double panels. Six 
bins, 12” high by 13” deep by 181%” 
wide, will each hold 12,000 boxed ecards 
or forms up to 17 25/32” x 11”. Combi- 
Unit Desks have 16-gauge steel tops to 
withstand card tray traffic and maintain 
a smooth writing surface. Sides and bot- 
tom are 16 gauge, panels and dividers 
are 20 gauge. Entirely electric are 
welded for rigidity, with rolled edges. 
Finished in tabulating gray baked en- 
amel with solid die-cast drawer handles 
in satin chrome and five metal adjust- 
able leg equalizers. Operator can shift 
chair from back to side of desk or to 


The panel board storage space 
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WITH YOUR BEST 
BUSINESS FRIENDS WHO USE 


SHREDMASTER 


... the safe, 
silent, clean 
paper-shredding 
machine 


They’ll tell you that it cuts 
obsolete confidential 
records, waste, etc., into 
unreadable shreds, valu- 
able packing material. 


a 


Chase Bag Co. : 
Fox Knapp Mfg. Co. 
Furst-McNess Co. 

Kelling Nut Co. 

Kohler Co. 

S. W. Portland Cement Co. 
Smith, Kline & French, Inc. 
Sponge Rubber Products Co. 
Thalheimer Bros. 


. .New York City 
New York City 
Freeport, lll. 
Chicago, Ill. 
Kohler, Wis. 

Los Angeles, Calif. 
Phila., Pa. 
Shelton, Conn. 
Richmond, Va. 
Tyler, Texas 
Washington, D.C. 


Tyler Pipe & Foundry Co. 
Woodward & Lothrop 


ema 


ddd witH us... 


write for Circular #5 


THE SHREDMASTER CORPORATION 


Division of Self Winding Clock Company 
203 Willoughby Ave. 
Brooklyn 5, New York 








tabulator without obstruction. Tllus- 
trated literature from above address. 


CAMERA-VISUALIZER 


Merritt Lacey Corp., 31 Central Ave., 
Newark 2, N. J., makes the Lacey-Luci 
Junior Process Camera which combines 
the utility of a visualizer for art fune- 
tions with a process camera for making 
line negatives, halftones, photocopies, 
silk screen negatives and positives, color 
separations, etc. It can do every step 
from art work to finished paper, plastic 
or metal plate for offset duplicators. 
Ruggedly built to government specifica- 
tions with welded steel frame for rigidity, 


it has 24” x 24” copyboard and 18” x 24” 
focal plate. Copyboard is covered with 
14” sponge rubber against which the 4” 
hinged glass cover can be locked to in- 
sure copy laying flat. Lens and copy- 
board carriages have bronze shoes which 
slide on heavy tubular steel tracks and 
are operated through a system of worm 
gears and Diamond roller chains by 
handles conveniently located in front of 
the camera where also is mounted the 
calibration device and 15-minute electric 
timer. Four square reflectors with long- 
burning PS25 500-watt, 3200 Kelvin 
lamps eliminate hotspots. Occupies only 
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A MESSAGE TO USERS OF ONE-TIME CARBON FORMS 
“Your entire vear’s supply of 
forms and carbon paper absolutely 


free —if we can’t cut your billing 


costs 1.995 the very first year?” 


That's the wager we made with a company last year when we analyzed their 
continuous forms-writing system. It wasn’t really a gamble because the facts 
were too obvious. 

They had been using a 6-part, 8'2 x Ll one-time carbon form (the kind of 
carbon you use once and throw away)... and they used about 150,000 forms 
every year. 

They didn’t realize it, but the average cost of the one-time carbon paper for 
just 1,000 of those forms was $14.70! 

By switching to Repeat-O-Pak floating reusable carbon paper (the kind you 
automatically use over and over again) we guaranteed to give them a better- 
looking, easier-to-read billing job—and at a carbon paper cost of only $1.40 
per thousand typed forms! 


THAT WAS A SAVINGS ON CARBON PAPER ALONE OF $13.30 PER 
THOUSAND TYPED FORMS! 


We knew positively that they would save at least $1,995 the very first year 
they switched to Repeat-O-Pak. And they did. 

HOW ABOUT YOU? It may pay you handsomely to get the facts about 
Repeat-O-Pak floating reusuable carbon paper with continuous forms. Just 
send us a sample of your form, the approximate yearly quantity used and the 
name of your forms-writing equipment. There’s no obligation in any way. 


Repeat: 0) Pak 


STANDARD MANIFOLD COMPANY Dept. 48-53 


Carbon Papers ¢ Inked Ribbons ¢ 333 W. Lake St. © Chicago, Ill. ¢ Offices in 
Principal Cities ° In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


*floating reusable carbon paper for continuous forms used on all kinds of forms-writing machines 
... LB. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 
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Le Febure 


COMPLETE POSTING UNIT! 


MAGIC KEY 
ADJUSTO 
TRAY-BINDER 


EXCLUSIVE! 
Compressor 


plates made to | 


fit sheet size 
ot no. extra 
charge! 


saves space! 


speeds paper handling! 


Seve 5 to 15 minutes every 
hour during machine posting 


Installations prove it! LeFebure Tray- 
Binders, Posting Stands and Bookkeep- 
ing Machine desks provide an orderly 
arrangement—more room at less cost. 
Everything at hand. . . uninterrupted 


work, Space soved — time saved. Let | 
our trained representatives help YOU— | 


WRITE FOR FURTHER INFORMATION 
CORPORATION 


Le eburee CEDAR RAPIDS, IOWA 


The World’s Most Complete Line of 
Posting Trays, Tray-Binders and Stands 


Re & 


30” x 68” of floorspace overall. Com- 
plete in one unit with lens, $975 fob 
above. Illustrated literature available. 


BANK COPYING 

Charles Brunning Co., Dept. L538, 4700 
Montrose Ave., Chicago 41, Ill., offers a 
free booklet deseribing how banks and 
trust companies are eliminating manual 
copying not work and 
lower costs but to prevent errors. The 
booklet is titled, ‘‘ How Copyflex Speeds 
Paperwork in Modern Banks.’’ 


only to speed 


VACUUM PITCHER SETS 
Landers, Frary & Clark, New 
Conn., makes the Universal 
Pitcher, a convenience for 
fices and a most practical gift. 
styled in bronze, gray, 
mahogany or walnut finish, these 


Britain, 
Vacuum 
modern of- 
Smartly 
chrome, 

attrac 


ivory, 


tive sets harmonize with any office decor. 
Pint or quart vacuum pitchers have 
chrome plated handle and trim topped 
with a black adjustable stopper to keep 
liquid at desired temperature. Pitcher 
sets have matching 11” trays and crystal 
clear glasses; retail at $15.95 to $27.95. 


LETTERHEAD-ENVELOPE DESIGN 


Unitrans Co., 101 Park Ave., New 
York 17, N. Y., offers an art service for 
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Top quality reproduction on long or short runs! 


“That’s why we switched 
to the 3M Plate...” 


say Shell Oil Company printers 


REPRODUCTION SUPERVISOR 
G. J. Hart of New York 
City gave 3M Plates an 
on-the-job trial . . . found 
they passed every test 
from package to press to 
storage! Pre-sensitized 
for immediate exposure, 
the plates were pr 
easily, perfectly. Plates’ 
gra ainless aluminum sur- 
ace printed perfect half- 
tones, smoother solids, 
richer colors—with less 
water, less ink. And there 
was no oxidation! Finally, 
3M Plates stored safely, 
delivered perfect re-runs. 
Small wonder that this 
progressive printing de- 
artment changed to 3M 
lates. heb mai tnence grb too, 
once you’ve tested them. 
Ask your plate maker to 
furnish grainless alumi- 
num 3M Plates on your 
next job. 





AVAILABLE in the following sizes for duplicating presses: GRAINLESS ALUMINUM makes the difference! 

3M Plates: 1. deliver prints of deep etch 

quality 2. won’t oxidize 3. take easy addi- 

tions or deletions 4. store conveniently and 
10” x 15” Pin Bar. 10” x 15” Straight safely 5. produce perfect re-runs. 

MULTILITH Cut. 10°x153%4"Serrated.11'%2"x 20%" 
Serrated. 151/72” x 20% "(Std.) Serrated. 
20%" x 20%” (L.D.) Serrated. 





10” x 16” Straight Cut. 16” x 17%” 
DAVIDSON Straight Cut. 





—— ae 





FREE! Developed 3M Plate and finished samples 


Minnesota Mining & Mfg. Co. 
Printing Products Division, St. Paul 6, Minn. Dept. 0-53 








Also available in larger sizes for lithographic presses. 





Rush me free sample of 3M Plate plus full information i 
and price list. (1) Arrange for a demonstration. We 
do () do not () make our own plates. Number & | 
type of presses 


Pre-sensitized All-Aluminum 


PHOTO-OFFSET PLATES sais 


Made by the makers of “Scotch” Brand Cellophane Tape eS 


Made in U.S.A. by MINNESOTA MINING & MFG. CO., St. Paul 6, Minn.—also makers 
of ee Brand Tympan Covers and Frisket Pa “Scotchlite” Reflective Sheeting, 
“Scotch” Brand Preasure-Sensitive Tapes, “‘Scotch” ‘iene Recording Tape, “*Underseal”’ 
Rubberized Coating, ‘‘Safety-Walk’’ Non-slip anon. “3M” Abrasives, “3M’’ Adhesives. 
General Export: 122 E. 42nd_ St., New York 17, N. Y. In Canada: London, Ont., Can. 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Spor Que 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Poy Wgbor 


CUSTOM 
ADDING 
MACHINE 


Sd 


Revolutionary Design Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


* Based on scientifically controlled tests, 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


eee 





Company Name 





34 YEARS OF 





QUALITY RECOGNITION 


State 





THE WORLD OVER 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-553 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


pc Ramm ER nei mee 
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the preparation of letterheads and enve- 
lope corner cards as a part of its enve- 
lope sales department. Artwork is sup- 
plied in three styles from customer’s 
copy at a nominal fee. 


CARBON & SECOND SHEETS 


McGregor & Werner, Inc., 1640 Con- 
necticut Ave., Washington 9, D. C., offers 
Letterex which enables typists to make 
varying numbers of copies of letters, 
memoranda, ete., and save time lost in 
handling loose carbons. Letterex is 


made in sets of one carbon spot-gummed 
to one second sheet. Typists take one 
to eight sets, according to number of 
copies desired. Typing done, they snap 
out carbons without soiling hands. 
Erasures are easily made by detaching 
carbons at top. The product is available 
in 8144” x 11” size with white, yellow 
and green second sheets. Further infor- 
mation and prices from above address. 


EMPHASIS RIBBON 

Shipman-Ward Mfg. Co., 325 N. Wells 
St., Chicago 10, Ill., and John Under- 
wood Co., New York, have developed an 
Emphasis Control typewriter ribbon 
which allows the typing of any desired 
words or letters to be bolder than other 
parts of the typed copy. The ribbon 
has two-way inking, the top half being 
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DUALOK FY 


UPRIGHT : 
CONTROL YQ ) - 


‘ 


NO OTHER CHAIR COMPANY 
nas EVER orrere> so MANY 


COMBINED FEATURES 


See the Complete and Redesigned 
Cramer Line at NOMA Convention 
May 25-28, Mechanics Hall, 
Boston, Mass. BOOTH 733 


Cramer 





em- 
and cut 
fi filing costs 


x 507 











PENDAFLEX 


| “HANGS” 


The Filing F ider tn 


Send coupon for catalog and 
name of your nearby dealer 
install a_ trial 


drawer. Money back if you 


who will 


are not satisfied. 


Send for free 


CATALOG 


Oxford Filing Supply Company, Inc 


101 Clinton Rood, Gorden City, N.Y 





(dress 





City t State 








158 


inked for normal impressions while the 
bottom section is more heavily inked for 
bolder impressions. Made for any type- 
writer, the or bold 
typing is made by the typist who uses 
the ribbon-color selector on the machine. 


choice of regular 


PAYROLL MACHINE 

National Cash Register Co., Dayton 9, 
Ohio, makes the Model 142 Payroll and 
Distribution machine which has an auto 
matie tax computer to automatically in- 
dieate withholding tax, social security, 
local taxes or other variable deductions 
based on a percentage of gross earnings. 
As many as 28 totals for payroll writing 
and 50 totals for labor distribution are 








available. The machine also has an auto- 
matic control which prevents over-deduc- 
tion of FIC when an ore e’s earnings 
for the year to date reach $3,600. Pay- 
check or pay envelope, pay statement, 
employee’s earnings record, payroll jour- 
nal and check register are all created 
in a single operation. Gross and net pay 
are automatically computed by the ma- 
chine and up-to-date balances for earn- 
ings, withholding tax, FIC, and any 
other one deduction are figured and 
printed by machine on each employee’s 
earnings record. Depression of a single 
key causes instant, simultaneous printing 
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Save TIME and MONEY... eliminate ERRORS! 
MAKE DIRECT COPIES WITH 


OZALID 


Ozalid copies of original worksheets, reports, 
drafts, insure accuracy...speed needed information! 





HOW TO SAVE HOURS AND DOLLARS... ee 
IN YOUR ACCOUNTING OPERATION! | 


Stop re-typing original 
information. Use Ozalid copies 

of translucent worksheets. 

There's no chance for copying errors, 
no need to proofread. 


Send information days earlier! 
Ozalid copies can be made in seconds 
from reports at any stage of preparation. 
Extra copies are always available. 


Cut down clerical costs! When used 
regularly, Ozalid copies cost less than 

114% cents per 8142” x 11” copy... . save 
hours of labor. 

Write it once! In any department, avoid 
costly manual copying from one form 

onto another! 











I OZALID, Depy, 


The streamlined desk top 
Ozamatic makes copies up 
to 16” wide for account- 
ing reports, invoices, pur- 
chase orders, etc., from 
translucent originals. 


1,000 letter-size copies at 
a cost of about 114¢ each. 

Send the coupon for 
full details, or call the 


‘ Ozalid distributor Listed 


eneral A 


in the classified section of | mye alt 


Company 
Position . 


your phone book under 


First copies are avail- 
Duplicating Equipment. 


able in seconds, or up to 


Check tke 
| al MmeeAPPlication of 


OZALID aaa 
era 


—— 


Cut Copying 
Costs...use 


Johnson City, N. Y. A Division of General Aniline & Film Corp. "From Research to Reality.” 
Ozalid in Canada— Hughes Owens Company, Montreal 
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Let these 

10 KEYS 
INCREASE 
YOUR 


PROFIT 


You can calculate 5—10 times faster with Facit, the fully automatic, 

Swedish calculator. Thanks to its revolutionary, easy-to-learn 10-key system you 
get more work done at lower cost. 

And anyone in your office can 

be a calculating champion in 

15 minutes with Facit — 

saving time, work and money 

for you! You can touch- 

operate with one hand, 

having the other free 


for notations, checking etc. 





AKTIEBOLAGET WORLD'S MOST EXPORTED CALCULATOR 
ATVIDABERGS MADE IN SWEDEN 
INDUSTRIER 


FACIT INC. 500 FIFTH AVE. NEW YORK 36, N.Y. 
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on all five records, all of which appear 
in original print; no carbon is used. 
Daily payroll accrual and the distribu- 
tion of labor are accomplished in one 
operation directly from clock ecards or 
other original records. 


TYPEWRITER PAD 


Andrews-Alderfer Company, 1168 
Home Ave., Akron 10, Ohio, makes the 
Andal Typad designed to reduce the 
noise of typewriters, adding machines, 
calculators and other office machines. 
Fabricated from a combination material 
formed by the special Andal process, this 
pad features beauty of appearance as 


well as functional qualities. A wear- 
resistant decorator type fabric has been 
embedded in a thick layer of dense 
foamed latex-rubber to provide effective 
cushioning without noticeably changing 
a machine’s working height. Typad can 
be furnished in three sizes and is avail- 
able with either dark green or gray fab- 
ric on a harmonizing green latex foam. 


MACHINE DATA 


Shipman-Ward Mfg. Co., 325 N. Wells 
St., Chicago 10, Ill., publish the ‘‘Ship- 
man-Ward Dealer’s Line Book’’ which 
contains such data as manufacturers’ list 
price and tax of all model typewriters, 
portables, adding machines; trade-in al- 
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| COLWELL LITHO PRODUCTS, 


Quast 5 Minutes 


| TO MAKE A PLATE! 


RIGHT IN YOUR OWN SHOP 


Colight 


TRADE MARK 


self-contained EXPOSURE FRAME 


| Take full advantage of simplicity and speed 


of presensitized plates, and make finest 
quality litho plates right in your own shop 
in minutes. 


Every office, insurance company, letter 
shop, factory, etc., using Davidson, Multi- 
lith, Harris, or Webendorfer presses, includ- 
ing 17 x 22, needs a COLIGHT Exposure 
Frame. 

% Completely self-contained 

% Any employee can operate 


*% Exclusive features assure quality 

% Operate on regular 110V lighting circuit 
COLIGHT will pay for itself in a few months through 
plate savings and elimination of delays. Quality is 
assured by excellence of modern presensitized plates 
and exclusive COLIGHT features and precision man- 
ufacturing. 


Write Today for Descriptive Literature—Prices 


616 FIFTH AVENUE SOUTH 
MINNEAPOLIS 15, MINN. 


Colight 


PRODUCTS 
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| areas can be 








ON RECORD POSTING 
WITHOUT MACHINES! 


Punched cards pay off with E-Z Sort. 
Organizations throughout the country, 
are profiting by this extremely simple, 
low-cost method. For production con- 
trol, inventory, sales, payroll, credits, 
research, etc. E-Z Sort is fast and 
accurate. Only tool is a simple hand 
rod. System is easily handled by any- 
one, at desk in office or plant. Our 
nearest office will gladly demonstrate; 
or write us for details. 





gece site eh 
PJ OU 


E-Z SORT © 


SYSTEMS, LTD. 


45 Second Street 
Dept. 53 
San Francisco 5, California 


PPE EREREH EFL, ECAP BEA MEP PRE 


dei ivj> 218 


estete cpr check. 
ellelellde 


eTsT eT 


° 
| 


peat 


| 


TREE TET ST 





ate ete? alte we DAG o%e oad 


oH 


Tone 





| tween parts of a forms set. 











A few valuable territories open 
to qualified Systems Engineers. 


same machine 
sizes, ete. The book is 
loose leaf, pocket size and its price of 
inserts and die-cut in- 
dexes to keep it up-to-date for a year. 


lowances on machines, 


ages, ribbon 


$2.50 ineludes 


SPOT CARBONIZING 
Arthur J. Gavrin Press, Ine., New 
Rochelle, N. Y., announces the hot wax 
Spot-O-Carbon process by which carbon 
spotted to the reverse of 
any part of their Snap-Easy forms or to 











interleaved be 
Any shaped 
portion, is 
Full 


mation and samples from above address. 


kraft which is 


tissue 
area, and only the desired 


carbonized by this process. infor- 


PORTABLE TYPEWRITER 
Underwood Corp., 1 Park Ave., New 
York 16, N. Y., makes the Correspondent 
Portable Typewriter, equipped with ad- 


vanced design Perma-Pack carrying case. 
It features an exclusive family keyboard 
with all the common arithmetical signs 
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ASSEMBLED AUTOMATICALLY 
with Ce new 


24,000 sheets per hour 
assembled by one 
semiskilled operator 


Keep your skilled people on their 
proper jobs—let the Macey 
Collator do your gathering and 
assembling chores. One semi- 
skilled operator can set up 

a job in 15 minutes, then 
gather 24,000 sheets per 

hour. Time, man-hours and 
money saved. (The Macey 
Collator pays for itself very 
quickly.) We will welcome a 
chance to demonstrate just what 
this machine will do for you. 


, Harris-Seybold Co., Dept. B 
Oharieated by Cleveland 5, Ohio 


HA R R IS-SEYB O LD oa send me details of the Macey 





Company Name 





Firm 
Cleveland 5, Ohio 





Address 
SINCE 1896 


FINE GRAPHIC ARTS EQUIPMENT . . . FOR EVERYBODY'S PROFIT | i Zone___ State__ 
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MASO’S NEW 
STEEL CHAIR SUITE 


Has all Those 

Sure-Fire Sales Features 

Your Customer Wants! 

*% Looks » Comfort 
E fficiency * Durability 


tt a Moderate Cost! 


No. 1050 
Desk Side 
Arm Chair 


No. 1005 
Matching 
Secretarial 
Posture Chairs 


No. 1000 
Matching Swivel 
Arm Chair For 

Executives 


Meets Every Demand! 


The streamlined beauty of the Swivel Arm 
Chair meets the, most exacting demands of 
the working executive. Denotes the execu- 
tive status and blends in with any modern 
office setting. Adjustments of the chair to 
the individual are made quick and easy. 


Open arms and backrest assure cooler seat - 
ing comfort. Scientifically padded spring 
cushion seat assures less seating fatigue, 
day long working efficiency. Wide choice of 
fabrics for seat and backrest. Desk Side 
Arm Chair and Secretarial Posture Chair 
are perfect matches. All are top quality 
throughout built of top quality materials 


Write for Literature — Dealer Set-Up 


MASO STEEL PRODUCTS 


Dept. O, 81 W. Von Buren, Chicago 5, Ill 





and the usual business symbols, in addi- 
tion to the conventional alphabet keys. 
Other features of the Underwood Corre- 
spondent include balanced segment shift; 
See-Set margins; single, double and triple 
spacing; standard spaced keyboard; fin- 
ger form keys; automatic ribbon reverse 
and color styling for eye comfort. When 
the Perma-Pack is unlocked, the top is 
completely lifted from the machine. For 
added convenience, the base of the case 
serves as a desk, enabling travelers to 
use the machine on a train, plane or in 
quarters. Listed at $79.95 plus 
$4.80 excise tax, fair traded. 


close 


ACCOUNTING SYSTEM 
Ruf Accounting System, 115 Newman 
St., Metuchen, N. J., offers their ae- 
counting system which provides double 
entry bookkeeping without heavy books 
or the chance of posting errors. The 


system consists of a posting board with 
line guide to hold the journal sheet until 
the last line is filled in, and a filing 
tray for all sheets from the general to 
subsidiary ledgers and journals. A large 
tray holds up to 1,000 sheets in upright 
position. Patented colored index signals 
permit rapidly finding any account. 
Persons with no bookkeeping experience 
“an operate the one-writing Ruf Account- 
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the “PAPER THAT TALKS” 


Sensational new electronic dictating & 
medium has lowest cost! Twice the e. heap: 
fidelity of any dictating medium! Can be rewsed™C | Q\ 
thousands of times without loss of fidelity! 
¢ Dictate on it! © File it! 
¢ Write on it! ¢ Fold it! 


¢ Mail it in a letter-size envelope! 


used with the PENTRON Gicforel 


...the amazing new electronic dictating-tran- 
scribing machine that automatically erases previ- 
ous dictation while re-recording. Saves reviewing 
time...a word or more is quickly changed by 
backspacing and re-recording over previous 
dictation. Easy to use as a typewriter. Suitable 
for secretary or typing pool. Uses all standard 
transcribing accessories. Send coupon today! 


FREE 


Brochure 
gives amazing 
details! 


Pentron Industries, Inc. 
664 North Michigan Bivd., Chicago 11, Ill. 








ADDRESS 





cITY ZONE STATE 





ie clea lecalmrniaas 





No EGYPTIANS 





Ever have work from your office 
duplicators come out looking like 
early hieroglyphics? . . . filled let- 
ters, smudges, blots? The culprit 
may be just plain lint. 

You see,lint from some papers 
is picked up by the blanket or 
plate . . . then takes on ink... 
and leaves a dot or line on the fin- 
ished copy. The more lint, the 
more unexpected dots or lines. 

The remedy is as simple as the 
cause. Use Eastern’s lint-free du- 
plicating papers. Special surfac- 
ing and sizing built into these fine 
papers eliminates the possibility 


of a “‘linty’”’ surface . . . assures 
clean, clear impressions on every 
job. 

For top quality work on sten- 

cil, spirit or offset duplicators .. . 
for papers that look well, print 
well and permit fast, trouble-free 
operation, use Eastern’s Office 
Papers: 
ATLANTIC BOND, ATLANTIC MIMEO 
BOND, ATLANTIC OPAQUE, ATLAN- 
TIC DUPLICATOR, MANIFEST MIMEO 
BOND, MANIFEST MIMEO, and 
MANIFEST DUPLICATOR. 

For sample packets or sheets 
write or call. 





nyplh 


ATLANTIC BOND 


Paine PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


EASTERN 
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ing System which saves time and avoids 
transcribing errors. The system is sold 
complete with aluminum and steel post- 
ing board, file tray, all necessary forms, 
carbons and index tabs with complete 
instructions on how to set up the ae- 
counts for a small firm, at $79.95. Full 
information from above address. 


EXECUTIVE CHAIR 


Maso Steel Products, Dept. O, 81 W. 
Van Buren St., Chieago 5, Ill., makes 
the No. 1000 Exeeutive Swivel Arm 
Chair which combines beauty, comfort, 
durability and moderate cost. It has a 


for 
and all 


cushioned seat day- 


steel 


large, spring 
long working 
frame. Open arms and back permit air 
circulation for cooler seating. Choice of 
fabrics and Claremont or Naugahyde in 
a variety of colors for upholstery to 
blend with any office setting. Hand ad- 
justments quickly and easily fit the chair 
to the individual. Metal is finished in 
satin smooth, long lasting baked enamel 
in choice of gray, green or brown. Die- 
base is satin 


comfort 


east aluminum smooth, 
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1S YOUR OFFICE OR FACTORY 
SWITCH BOARD OVERLOADED? 


“ee 


" thls (oe) 
3S 'G ( 
Case Sn 


HERE'S A 
QUICK AND 
ECONOMICAL 
SOLUTION 


Self Powered 


ELECTRIC 


TELEPHONES 


@ Ideal for inter - office, office - to - 
factory, and interplant services 
when immediate call and privacy 
are essential 


@ No batteries, no outside power 
source. No maintenance 


@ Up to 12 stations. Bell, gong, horn 
or visual signals os requir 


@ No spork or fire hazard. Perfect 
emergency system 


Write for details and name of nearest distributor 


THE WHEELER INSULATED WIRE CO., Inc. 
Division of the Sperry Corp 
1106 EAST AURORA ST., WATERBURY 20, CONN. 








| 





Glues With the 
Convenience and 
Neatness of a Pencil 


No more staples or messy 
glue. Glu-Pen ‘“‘dots’”’ 
fasten securely — in- 
stantly. Waterproof, 
too. Glu-Pen can’t 
leak, clog, or dry 

up. Maroon, green, 

gray with 2 

Glu - cart- 
ridges of 5000 

“dots’’ each 

in Gold Foil 

gift box. 


A 
"MUST" 
for 
EVERY 
OFFICE 


Ideal for home, 
shop, school. 
Wonderful for art- 
ists and photograph- 
ers. 


- PPD Send check 


or M.0. No 
each C.0.D.’s please. 


Quantity Prices on Request 
SANFORD SALES COMPANY 
170 Broadway, New York 38, N. Y. 
ae ce 











The most wonderful 
thing you could do 
for a wonderful 
secretary! 





Make your own 
Letterex test! 


of 10 boxes (5,000 sets each — 5,000 record 
sheets and 5,000 I-time carbon sheets) 
— $35 F.O.B. Washington, D C. 


McGREGOR & WERNER, INC. 
1640 Connecticut Avenue 
Washington 9, D. C. 


welded and buffed, and has chrome 
plated scuff plates. Packed one to a 
carton set up, shipping weight 46 Ibs. 
Literature on this and matching chairs 
from above address. 


SORTER 
Gardner Laboratory, Bethesda 14, Md., 
announces the Lettergard Sorter which 
has 26 alphabetically indexed metal 
leaves of phosphor spring bronze having 





le slight tension which securely holds 


|sorted papers. The leaves are riveted to 

lightweight aluminum base 32” by 
3%”. Price $15 postpaid from above 
address. 


TAPE-DISPENSERS 


Minnesota Mining & Manufacturing 
/Co., St. Paul 6, Minn., announces a 
| 60-day special offer giving retailers two 


| Semi-automatie cellophane tape dispens- 


ers for the price of one. Offered through 
| May 31, this special Deal DS sells for 
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m KILLS orc 
MACHINE LV LAAKY 4 


AT is SOURCE! 
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FOR ALL NOISY 
OFFICE MACHINES 


Now you can control 
NOISE at its source 
for the benefit of 
operators and people 
in the surrounding 
area. NOISE is a 
killer with its nerv- 
Ous tension and ex- 
cessive fatigue. Its 
waste productivity 
costs American busi- 
ness millions of dol- 
lars annually. The 
SOF-TONE Acoustical Cabinets 
absorb all high frequency vibra- 


strain, reducing errors. 
For more comfortable offices— 


tions and reduce the volume of 
remaining sound fully 50%. 
And SoFr-TONE provides perfect 


use SOF-TONE—and enjoy better 
working conditions resulting in 
real dividends. 


Results guaranteed—or you do 


indirect fluorescent lighting over 


the entire work area, lessening eye not pay! © 1953 
Dealer Franchises 


Available 


WRITE TODAY FOR MORE INFORMATION, 


Return to: 
GATES ASSOCIATES 
9 Commercial Street * Rochester 14, New York 


| 
9 COMMERCIAL ST. Address 
ROCHESTER 14, N.Y. 
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Simplify The 
SEARCH 


A typewriter ribbon to match 
your letterhead printing; an ad- 
hesive-edged carbon paper for 
the accounting department; a 
carbon roll for your pattern-mak- 
ing shop or some time clock rib- 
bons for your payroll depart- 
ment! 


These, plus scores of other spe- 
cial inked ribbons and carbon 
paper products make “U.S.” a 
name known around the globe. 


Inkology . . . on fabric ... on 
paper... is our specialty (and 
our love) so tell us your prob- 
lem. We're eager to help! 


General Otices & Plant 


U. S. TYPEWRITER RIBBON MFG. CO. 


621-623 CHERRY STREET 
PHILA. 6, PENNA 
Established 1595 





$31.06, a $16.56 saving over the list 
price. It includes two Scotch brand Mod- 
el 92 definite length dispensers and 12 
rolls of 1%” by 2,592” Scotch brand trans- 
parent cellophane tape. The dispensers 
issue pre-determined 1” to 4” lengths of 
tape at the touch of a hand lever (longer 
lengths by simply depressing the level 
repeatedly). Each dispenser weighs 6 
Ibs., is portable and can be reloaded 
with a roll of tape in a matter of seconds. 
Distribution is through jobbers nation- 
ally. 


OFFSET PLATEMAKER 
A. B. Dick Co., 5700 Touhy Ave., Chi- 
eago 31, Ill, makes the 106 offset plate 
exposure unit which makes it possible 
for the offset duplicator owner to make 





professional halftone picture reproduce 
ing plates in his own office in just a 
few minutes. Its design permits such 
benefits as: part of a film negative can 
be exposed without cutting or re-mask- 
ing it; exposing negatives of uneven 
thicknesses is no problem because self- 
adjusting contact frame compensates for 
them; if required, pressure between 
negative and plate can be increased with 
a simple adjustment; work placed on 
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It's here! A low cost, 
semi-automatic 
addressing 

machine 


If you mail repeatedly to 50 or more names, Prints from typewritten paper roll 

here’s a machine that can do the addressing 

faster, cheaper, and with less work for the 

operator, than any other addresser made today. 
Like previous Weber Addressers, the Model Addressed piece automatically 

A-3 requires no plates, stencils, ribbon or ink. thrown into 

It prints from a typewritten paper roll which _ receiving 

is easily prepared and can be used up to 100 ‘ray 

times. As the roll prints, it is advanced auto- 

matically so that each name and address is See what 

mechanically moved into printing position. you're 

And after your envelope, card or folder is Printing 

addressed, it is automatically thrown into a % you 

receiving tray. Has an addressing speed of Print # 

1500 to 2000 pieces per hour. 


Names are automatically moved 
into printing position 


Send for Descriptive Folder LM UATE SARIS 
and Name of Nearest Dealer 278 West Central Rd., Mount Prospect, Ill. 


Send descriptive folder on your new Model A-3 
Addressing Machine and name of nearest dealer. 


Weber | | =. 


Addressing Machine Co. Mount Prospect, Ill. 











www ew ww wee ee 1 


Zone___ State. 
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Are mae business 
forms still in 
the stone age? 


Do your typists still fumble with carbon 
sheets . . . waste time duplicating various 
records that can be done in one operation? 
Then you need SNAP 
’"N PART —the fa- 
mous FEDERAL 
carbon - interleaved 
forms that save up to 
50% in time costs! 

FEDERAL is fa- 
mous for cost-cutting 
business forms and 
for swift, accurate 
service. 

Next time you 
need any kind of 
business form just 
send us a copy and 
we'll promptly 
quote you — that are probably | 
lower than those you now pay. No obli- | 
gation, of course ! li aa 

only FEDERAL makes ~SNAP’N PART 


carbon-interleaved sets 


FEDERAL 


Business Products, we. 








90 GOLD ST., DEPT. 5, NEW YORK 38 


| the exposure unit cannot slip out of po- 


sition without being noticed because the 
picture window design of the unit keeps 
work in full view at all times. Free lit- 


| erature available on request. 


TYPEWRITER ERASER 


Eberhard Faber Pencil Co., 37 Green- 
point Ave., Brooklyn 22, N. Y., makes 
the No. 11 Re-Nu Paper-mated Type- 
writer Eraser, recommended for erasing 
single typed letters without smearing. 


It is shaped like a pencil, paper wrapped, 


and will not abrade or roughen paper. 
It can be used on originals and carbon 
copies. Made in attractive gray-blue 
color in a comfortable round shape, it is 
easy to sharpen by simply peeling back 
the paper wrap for a new erasing sur- 
face. Packed one dozen in a handy desk 
box. 


AIR CONDITIONING 


Air Conditioning Div., General Elec- 
tric Co., Bloomfield, N. J., offers a folder 
illustrating a simple investment analysis 
technique to determine in dollars and 
cents how much the installation of air 
conditioning can help boost the efficiency 
of offices. This simple method can be 
also used by stores and industrial em- 
ployers to find out how air conditioning 
can save money through increased em- 
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ployee efficiency. The analysis shows 
how many years it will take for the air 
conditioning to pay for itself. 


ADDING-CALCULATING TEST 


Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., offers free Booklet 
C680 which contains details of the test 
used in awarding Certificates of Pro- 
ficiency to students and business people 
for the operation of adding machines and 


calculators by touch method. The ob- 
jective is to promote touch method accu- 
racy on all Remington Rand 10-key figur- 
ing machines. Although training should 
begin at the elementary or business 
school level, many businesses are devel- 
oping on-the-job programs for training 
and testing employees. The office mana- 
ger of American Hospital Supply Corp., 
Chicago, for example, is training and 
testing his entire office staff. He became 





Puts Push in the office! 


A PB MailOpener, we mean! Mail opened and distributed by 9 am 
gets the business day off to a fast start... And nothing opens mail 
faster or more efficiently than the MailOpener! 

Take this new electrically powered LE Model for instance. . . 
opens a// the morning mail in a few minutes. Not just the letters, but 
bulky envelopes, heavy covers, any size—trims off a hairline edge 


as fast as you feed it .. . Quiet, durable, built with PB precision... 
Ask the nearest PB office to show you the MailOpeners, powered 
and manual. Or write for free illustrated folder! ... 
PITNEY-BOWES, Inc.,3479APacific St., Stamford, Conn.... 
Originators of the postage meter, offices in 93 cities in U.S. & Canada, 


= PITNEY-BOWES 


© MAILOPENER 


FREE: Handy wall chart of new Postal 
Rates for all classes of mail, complete 
with changes, and parcel post zone 
map for any locality. 
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WE WERE CAUGHT IN THE MIDDLE 


WWW w\fnal'y 


CALAN 
| Nigh 
i 


{i 





IT'S SMOOTH SAILING NOW 
with ROBOTYPER !! 


Caught in the squeeze between mounting 
paper work and a scarcity of secretarial 
help? Call for ROBOTYPER, the automatic 
super-typist. One stenographer — not spe- 
cially skilled—operating from one to four 
Robotypers, can rip through 150 to 800 
personalized, routine letters in a normal 
working day. Cost: less than 3c per letter. 
And, she'll have time for other work. 


For complete facts write: 


i) 


ROBOTYPER CORPORATION 


Room 3-0, Hendersonville 
North Carolina 





} 
| 
| 
| 
i * 
| 
| 
| 
} 
| 
| 


are 


offers 





so proficient himself he completed a 


180-seecond time test in 32 seconds. 


PHONE CORD-COILER 


Neverknot Co., Dept. 5C, 4525 Ravens- 


| wood, Chicago 40, Ill., makes the Koil-o- 


matik telephone and appliance cord 
coiler which keeps the wire cord neatly 
coiled up when it is not extended for use. 


| The Koil-o-matik is covered with rubber 
| to protect furniture and prevent shocks. 


It is guaranteed for one year. Dealers 
offered a colorful counter display 
containing 12 individually boxed Koil-o- 
matiks and free demonstrator. 
formation from above address. 


Full in- 


COUNTING MARKER 
Engineering 6055 
Blvd., North Hollywood, 
the Mark-N-Count 


May 
shim 


C6; Lanker- 
Calif., 
machine for 


| checking and counting items simultane- 


| ously. 


The marking pencil or rubber 


stamp is connected to the eleetrie counter 
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Planned Efficiency 
with PLANOMATIC 
Combats 

Rising Costs 


Make every square foot 
count the quick accurate 
way with Planomatic. 


Planomatic's three dimension magnetized 


office layout problem. 
Every detail can be worked out without drawing a 


single line because plans are recorded by photo- | 


graphing or direct blue printing. 
Make your next move the PLANOMATIC way. 


M & M INDUSTRIES 


P. O. BOX 91, SOUTH MILWAUKEE, WIS. 


SLASH 


with the 





MASKING and 
SET UP TIME 


BASE LINE 
MASKING 
SHEET! 


Try 5 Sample 
Sheets FREE! 


For MULTILITHS 
<=\ No. 1200, 1300, 50 
: = DAVIDSON No. 221 
= 

NOW mask negatives 
in two minutes, pre-setting the 
plate image within %” of correct position! It’s 
easy with the precision-ruled Base Line Mask- 
ING SHEET! Slashes press set-up time, boosts 
output, cuts costs! Hundreds of users, coast to 
coast. WRITE for free samples, mentioning 

make and model press! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 
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scale | 
models provide a picture in miniature of your 





| 


a TOP HAT 
doesn’t make 
a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


CRASERSTIN NN 


Putting a wood case around 
an eraser doesn't make it an 
EraserStik. It has to have the 
EraserStik name on it. 


We INVENTED — and 
still produce—the world's 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. 
Sharpens with knife or me- 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


099B 


TIK Gu seRvick) v.8.0. 7 


FaBER GRASERSGTIK Gis 


lf your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 








>RASERS 


AW FABER-CASTELL 


PENCIL COMPANY, INC , NEWARK NJ 








> 


NOW—A Single Source 
for ALL Office Papers 


erti a 


SHEETS AND ROLLS 
FOR ALL OFFICE MACHINES 


The Certified line includes type- 
writer bond, duplicator paper, sec- 
ond sheets, scratch pads, index 
cards and precision rolls for all 
machines—even gummed tape in 
many colors in small rolls for of- 
fice use. You save money and 
clerical work when you order a 
combination of Certified papers 
and adding machine or cash 
register rolls because you earn a 
quantity price while larger orders 
bring lower unit shipping rates. 
And — you can always depend on 
Certified quality! And delivery! 


Write today for Price List 
and Specification Sheet. 


RITTENHOUSE PAPER CO. 


6405 Wentworth Ave., Chicago 21, Ill. 








This modern 
Memomaster— 
imprinted with 
your name— 
with your first 
case order of 
Certified 
Sheets, Pads 
or Index 
Cards. 











which can be easily reset to zero. An 
audible click indicates each count is 
being registered and person doing the 
checking need not concentrate on the 
count. The Mark-N-Count plugs into 
any 110 v. AC outlet, sells for $87.50. 
Literature from above address. 


COPYHOLDER 

Rite-Line Corp., 1025 15th St., N.W., 
Washington 5, D. C., has developed an 
Adjustable Paper Support and Eyeguide 
which, when contracted, measures a little 
over 11” wide and when extended is 20” 
so that the same Eyeguide will accommo- 
date everything from a machine tape to 
sheets of 20”. The Rite-Line Copyholder 


was originally equipped with a 10” paper 
support and eyeguide to take standard 
width stationery. For use with wider 
sheets, eyeguide attachments in varying 
widths up to 20” were made available. 
The new Adjustable Paper Support and 
Eyeguide does the work of all the at- 
tachments and will be standard equip- 
ment at no additional cost. It may be 
procured from all Rite-Line dealers for 
older, postwar models. The Lucite Line 
Magnifier has been redesigned to fit the 
new Adjustable Eyeguide and provides 
an easier, more restful way of working 
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For Quick & Accurate 


HULL iif COLLATING 


ANA KANN 


use ~vans GATHERING RACKS 


@ 3,500 sheets an hour collated quickly and 
accurately by one untrained worker! Twice GUARANTEED: 
as much work done in half the time of 


obsolete methods of gathering. To produce quicker and more 


accurate results than any col- 
No fatigue. Worker sits or stands as pre- lating aid on the market. 
ferred, gathering steadily without tiring. 


Racks are all aluminum; collapse for setting PICTURED: 

aside when not in use. Each section holds 

500 sheets at inclined angle. Use racks 18-Section TU Rack at $25.00. 
singly—or two or more together for large 7 other Models, priced from 
gatherings. $10.00 to $16.50. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 











DISTINGUISHED for quality and design 


THE WORDEN LINE OF 
OFFICE FURNITURE 


is known and respected 
for its high standard of 
quality, construction and 
attractive design. WORDEN 
furniture offers you new 
opportunities to make in- 
stallations worthy of your 
store’s good reputation. 
Only Worden makes the 
New Space-Saving SECRA- 
TYPE desk, 


Write us for 
further particulars. 


Ae WORDEN xy 
worven Alaa of HOLLAND, RA aera WORDEN | 
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ONE DUPLICATOR LINE that offers 
Portables, Electrics, and Double- 
width Mimeographing Equipment 


DRONES an a 
A precision-built, INTERNATION- 
ALLY FAMOUS duplicator made by one 


of the world's oldest and largest 
manufacturers 


| ONES Ta 











PROMPT DELIVEBY of machines, parts and 
supplies from New York headquarters 








has it | 


FACTORY TRAINED REPRESENTATIVES 
to aid you with sales and 
service co 


YEARS AHEAD _— features that 








permit the reproduction of everything, 
even photographs...exclusive RONEO 
features that PUT you ahead and KEEP 
you ahead of your competition. 


r RONES ta 








GD witha 


Write for your 
copy of Roneo's 
amazing folder — 
“‘Mimeographing 
without Stencil 

Cutting” 





with small or fuzzy type. It also con- 
tributes to easier and less tiring read- 
ing of ordinary type. The Line Mag- 
nifier is extra. Full information from 
above address. 


CASH DRAWER 
Indiana Cash Drawer Co., Shelbyville, 
Ind., makes the Under-Counter Cash 
Drawer Model VI for use in banks and 
in stores for auxiliary cash handling or 
in departments where sales volume is 
small. Well made of kiln dried Indiana 


hardwoods, 
four-roller construction and is equipped 
with a high grade dise tumbler lock that 
requires a half-turn of the key to lock 


the drawer has easy action, 


or unlock the drawer. Finished in olive 
green or mahogany red lacquer, overall 
size is 183%” wide, 14 11/16” long and 
4%” high. Inside depth is 23” with 
five coin tills each 3” wide by 2%” long 


soRT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


THOUSANDS INU 
© 





For fast hand-sorting of cards, 
checks, letters, inveices, orders, 
business forms or public docu- 
ments. We make aif types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
circulars. ‘ 
Representatives everywhere. 


Associated Industrial Designers 


P.O. Box a, Los Angeles 39, California 
Plant: (248 East Sixth Street 


The Sorter 
Veu'ss Abwoy: Wonted 
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and five bill compartments 3” wide by 
6%" long equipped with bill weights. 
Packed in fibreboard carton, approxi- 
mately 19 lbs. shipping weight. Lists at 
$26.50, 


SECRETARIAL CHAIR 
L. C. Flewelling Co., 12411 Industrial 
Ave., Hollydale, Calif., makes the Model 
250 Deluxe Secretarial Chair with cast- 
aluminum base, molded rubber seat, large 


fullsize back rest and_ noiseless ball 
bearing casters. Their 150, Standard 
Secretary Chair, has many of the same 
features as the 250 but has rubberized 
hair seat and tubular base. It is also 
adjustable three ways and designed t» 


K-M BRAKE TURNTABLE 


A strong lightweight turntable especially de- 
signed for typewriter mechanics. It can also 
be used in offices and machine shops for 
assembly work. 
WRITE FOR FREE CATALOG 


KELLEY-MENNES MFG. CO. 
ROCKFORD ILLINOIS 
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Silent speed, feather-touch action new 
symmetric keyboard precision-built and 
streamlined appeal—outstanding features that 
have made ADDO-X adding machines the 
overwhelming choice of all types of busi 

es. Vibration-proof suspension isolates ats 
mechanism from the cover insures quiet, 
smooth operation. The new ADDO-X is unsur 
passed for speed, accuracy and dependability 


Write for the name of our nearest dealer 
y 


Noiseless operation of Addo-X 
machines is result of precision 
engineering. No vibration .. . 
no bouncing . . . reduces wear, 
insures longer machine life. 


There’s nothing finer 
than an addo-x. 


ADDO MACHINE COMPANY, INC 
145 W. 57th St., New York 19, N.Y. Ph. Circle 5-6940 
Exclusive U.S. Distributors for Addo-X Adding 
Machines — Roneo Mimeo Machines 
Multo Calculators 


NEVA OUA 
WMWwouUS SM fro 
PpFSenynpa 
MUO OUWUWWO 
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ON *Hame FORMS 


... ond os o Hano Dealer, You Can 
moke 


Re, Ry Ro ee ee Cent oe 


Established Dealers wanted in the South, Southwest 


Realistically Priced to meet competi- 
tion 

Good Deliveries help you get orders 

Extra-Fast Delivery of stock Register 
Forms and Snap-o-Parts 

Assured Repeat Orders result from 

“ good-looking-good-working forms 

Dealer Selling Know-How eliminates 
unnecessary correspondence 

Simplified Price Lists and selling aids 

Complete Quotation and Sample 
Service 

Top-Quality Forms—lithographed or 
letterpress for every need 


Orders Shipped Under Your Label to 
Your Customer but billed to you 


Liberal Dealer Discount 


ond Midwest 








give quality at a competitive price. 
Catalog of the entire line of chairs, 
stools, stands, ete., can be had from 
above address. 


ERASER 
Richard Best Pencil Co., Springfield, 
N. J., makes the Tad Eraser from a 
plastic rather than a gum or rubber base. 


=TAD— 
ERASES BETTER 


RICHARD BEST, u. S.A 





It not only erases pencil marks and 
cleans drawings and tracings, but cleans 
wallpaper, cards and painted surfaces 
without marring. Full information from 
above address. 


_ —————————— | 
WINDOW VENTILATORS — 
Safeguard Corp., Lansdale, Pa., makes 
Air-In-Ventilators which provide draft- 
less fresh air. Plastic baffles allow light 
and healthful ultra-violet rays to enter 
undisturbed, but prevent rain from pene- 
trating and causing damage to furnish- 
ings. The following extending sizes are 


“REMOVABLE” 


Unbreakable spring Jaws 

clamp them firmly to cards but 

permit removal or rearrangement. 

Large openings covered by trans 

parent pyroxylin, white, blue, green, vellow, pink, or red. 

insertable labels in perforated strips for typing. 

2 Sizes, 1” wide and 2”. Tops straight or bent back. 

Ideal for Catalog use. File Folders—Bookkeepers. Sold 

by Leading stationers in U.S.A. & Foreign Lands. 
Ask for Catalog & Price List. 


Our customer's file reads like the ‘‘Who’s Who’’ of 
American Industry—Commerce & Finance. 


CHAS. C. SMITH CO., Mfgrs. 
Box 743, Exeter, Nebraska 
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available: 12” to 22”, 18” to 34”, 22” | 
to 42”, 36” to 54”. Prices start at $1.98. 


OFFICE MACHINE TYPE 


Alfred Ransmayer & Albert Rodrian, 
Oberlandstr. 12-18, Berlin-Tempelhof, 
West Germany, makes Raro steel type 
for all typewriters and all languages, and 
type bars, segments and wheels for add- 
ing machines, calculators, cash regis- 


RARO-TYPE 


ALFRED RANSMATER & ALBERT RODRIAN 


erm Temrnin SLR AMOSTRASSE ‘ 


LISTEH2 


ters and teletypes. They also make key- 
cards for keyboards in all languages, 
This firm was established in 1899 and 
are now operating in their new, mod- 
ern factory. Their latest catalog, in 
English, shows specimen lines of their 
wide variety of typewriter types. A copy 
can be had by writing above address. 





Pricing Paperwork 


(Continued from page 106) 
tention that his unit would need no addi- 
tional personnel. So if the money is 
available, the proposal is approved. This 


method does not get at the major costs | 


to the business. Studies have estab- 
lished that the initial printing and paper 





beauti-rite DRY Type Cleaner 


Specially designed for type- 


writer type and other office 
machines. Makes letters, car- 


bon copies, and stencils } 


strikingly clear and sharp. 
Immaculately clean to use. 
Retails for $I. 
Distributors Wanted 
* 


A. J. WEBER ORGANIZATION 
505 Eagle Ave., Cleveland 15, 0. 
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ONLY THE 
REMINGTON OFFICE-RITER 
GIVES YOU 
THIS RICH NEW MARKET 


There’s a big market for a fully-featured 
office typewriter in compact size...a machine 


| that is fully capable of handling the normal 
| typing requirements of the small business or 


professional office. And this profitable mar- 
ket is ready to buy the new Remington Office- 
riter ... the only ‘compact office typewriter 
with these performance features: 


Handles paper up to 11” wide. 
Writes a full 10-3/10” line, 
Produces 10 good carbon copies. 
Cuts a clean, sharp stencil. 
Sets up quickly for billings, 
listings, with Miracle Tab. 

Has full standard keyboard... 
familiar to every typist. 


Remington. Mland. 


DEALER SALES DIVISION 


* 315 FOURTH AVENUE, NEW YORK 10 
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the most advanced 


Machine 
Posting 
Equipment 











IS NOW A REALITY! 


Simplicity, economy and efficiency make 
Alpa posting equipment the most advanced. 
Alpa trays hold sheets in the ideal position 
without the expense or inconvenience 
of tabs (tabbing and offsetting can be 
used if desired). Sheets cannot slip. 
Each tray safely holds 750 sheets plus 

uides. Simple release mechanism enables 
the operator to open and close tray 
with minimum effort. 





Alpa stands 
are adjustable 

, In height, 
revolve for best 
working position, 
cannot tip over. 

Alpa guides are 
made of strong, 
light plastic to 

_ resist bending or 
breaking. Alpa mobile 

’ cabinets can be 

' effortiessly wheeled about 

‘ while firmly holding 6 or 9 
full trays. Write for illus- 

' trated literature and 
compare Alpa machine 
posting equipment's design, 
price and efficiency 
with any other. 

Dealer inquiries 
invited. 


oa - 


Manufactured by 


, 


Alia Plaslic Adds LM 


262 Portobello Road, London. W.11, England 
¢ U. S$. Distributor: 

Douglas Du Lac, 45 Prospect Place, New York 17 

While we specialize in making equipment to cus- 

tomer’s individual specifications, standard sizes 

aréyalways available. Delivery within 4-6 weeks 

from; receipt of order. 
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costs for forms and records on an aver- 
age represent 5% of the total cost to the 
business. Some of the controls in in- 
dustry and government deal only with 
this 5% and 95% of the cost is over- 
looked. 

More successful controls have been 
established on an analysis of the need 
for the paperwork requirement. This 
is a firm foundation. The responsi- 
bility for putting this theory into actual 
practice is, however, often delegated to 
lower-paid employees who do not have 
top management responsibility and may 
not have full top management backing. 
Some top management, giving token 
support, has a complacent belief that it 
is doing its best to improve and sim- 
plify the paperwork. There are two 
common causes why present-day paper- 
work controls are not accomplishing the 
utmost in reductions and improvements. 
(1) establishing too complicated techni- 
‘al procedures and records so that the 
methods staff becomes primarily en- 
gaged in technical details of its own and 
loses sight of its objectives. (2) recom- 
mendations are not pointed enough for 
the top management to make logical de- 
cisions. 

Many methods practitioners have 
wished for broader authority in order 
to effect improvements in paperwork. 
Few have realized that their recommen- 
dations would get better and immediate 
consideration if they ineluded a con- 
crete yardstick for weighing the pro- 
posal. An accepted practice is to com- 
pute savings to substantiate advice for 
changing systems or to measure results 
of a change. Recognition of methods 
work has been promoted by this prac- 
tice. If a statement of the approximate 
complete costs had been attached to the 
system when it was originally suggested, 
it might never have come into being. 
By expanding this practice to cover 
complete costs of existing and proposed 
methods and systems, those who have 
authority to approve and install will 
have a conerete measuring device. 

Consider the impact of a proposal on 
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BIND YOUR OWN 


SHEETS or BOOKLETS 
with the NEW improved 
TAUBER-TUBE PLASTIC BINDING KIT 


Plastic bind any typed or printed TAUBER-TUBE 
reports, presentations and photo- 

graphs in seconds. Bind right at 

your own desk at practically no 

cost. 






































$ 90 The Tauber Plastic Binding 
. Kit consists of a beautiful 
F.0.B. punching machine and over 
N.Y. 


150 colorful Tauber Plastic 
Tubes. 


FOUR WEEK MONEY-BACK 
GUARANTEE 


TAUBER PLASTICS, Inc. 


200-0 HUDSON ST.. NEW YORK 13, N. Y. 





ONLY REX- ROTARY HAS 


2270 
COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


7 


It’s exclusive with th i 

Rex-Rotary 0270. - gy gin 
ridge is inserted, a dial set for the 
degree of inking, and the machine 
needs no further attention... all 
copies come out perfectly and uni- 
formly printed...no more under- 
or over-inked copies... re-inking 
po tig ogee = bell announces 
sation © insert a new 


.. with printing press precision, on 
— or small cards, the 
utiful steel grey Rex- 
Electric Multi-Color D270 does a lat [eb in pag 


STENCIL Pot cleaner and with more 
DUPLICATOR other ne Al flexibility than any 


elaine a 
York 1, 4. 


RexRetery Distributing Corp. 19 W. 3) &., 
Raz-etory Diy itomaton eb! the nw Raster D270 uputr nd H 


the nome of my neorest distributor 
) 
TS AO 5 


REX- ROTARY distr. Corp. «19 W. 31, New York + WI 7-4927 hdres —_____——_—_— m 3 
eeesesseeeeoeeeeoom™ 


See us at NOMA, Booth 113, Boston, May 25-27. 
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the beauty 
type... 


calls forg, 


Nylon 


PEERLESS-IMPERIAL- 
Empress Nylon 


—the best for those 


who want the BEST 
ee ail 


Nylon is truly a wondertul fabric 
—to wear or to type with. Combined 
with our superior inking formula, 
which gives greater ink dispersion 
and retention, EMPRESS is a longer- 
lasting, more economical ribbon. 
Letters typed with EMPRESS Ribbons 
come out of the 
machine with a 
clean, clear, ex- 
ecutivelook. Ask 
your Dealer, or 
write to us for 
samples and 
prices. 


f ‘or 


Nylon ¥ 


PEERLESS IMPERIAL CO., Inc. 


(Tai aaslMOliilacMclalemaclalcla’ 
28 Peerless Place, Newark 5, New Jersey 
NY Office 13 i > & Phe 7 Gs 


79 W Woct 
, yw. Wo 


) Ling St. River Rovae. Mict 





| a controller or a vice president if the 


opening recommendations stated: 
1. This proposed report will cost 


$25,000 per year... 


2. It will provide the following infor- 


| mation. . 


3. This information will be used by... 


| for the purpose of .. . 


Proposals now going for approval 


| almost always enlarge on items 2 and 3 
| above; 


almost always omit item 1. 
Perhaps this is the reason why it some- 
times takes so much time to get de- 
cisions. Price tags should not be limited 
to new or revised proposals. Major 
existing clerical operations should be 
priced. By putting a dollar value on 
paperwork, it acquires a factor where 
decisions can be reached. We can iso- 
late uneconomical areas and do some- 
thing about them. Production or re- 
search costs can be substantially re- 
duced by reducing the costs of the paper- 
work processes in which they are en- 
gulfed. 

Total costs in major clerical areas 
are not too difficult to approximate. 
Methods personnel should not make the 
mistake of putting too much time in 
approximating costs. Undue emphasis 
and hours of effort to achieve exact costs 
add unnecessary costs to the important 
work of streamlining and improving 
paperwork processes. Don’t make the 
mistake of going into too much detail. 
The very act of determining costs must 
not be a costly process in itself. It must 
not cause undue delay in getting ap- 
provals. Developing price tags should 
be a normal procedure and not another 
methods field for specialists. 

Factors to consider in 
price tags are: 

A. Complete personnel costs (time re- 


developing 


| duced to approximate salary costs for 
| the following operations) : initial filling- 
| in, checking or proofing, reviewing, sign- 
| ing, mail and messenger handling, ana- 


lyzing, posting, compiling, 
ferring. 
B. All 


filing, re- 


incidental costs: envelopes, 


| postage, equipment for housing ecom- 
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ev BAUE, 


STEEL SHELVING 


with new, rigid 
“Twin-Post" corners 


Here's the one shelving that 
has both the strength and fine 
appearance for most of your 
office, storeroom and ware- 
house shelving needs. 16 gauge 
"'Twin-Post'' corners are actu- 
ally 2 posts with 3 strong cor- 
ners . . . shelves fit tightly, 
everything stays in line. Finish 
is smooth baked-on Airline 
Grey or Olive Green enamel. 
18 or 20 gauge shelves avail- 
able in a wide range of sizes. 


See your office pene dealer 
or write us for specifications. 


EUBAUVER MFC. CO. 


2013 Central Ave. 























| | | at the advantages 
{ this remarkable 


Adding Machine 





only $] 95 —- 


USES—Small business record-keeping, 

general accounting, and auditing, in- 

ventory work, time-keeping, payroll 

figuring, billing. 

FEATURES — Adds, subtracts, multi- 

plies by direct action. Easy, speedy 

peneteens instant dial clearance. 
uaranteed satisfaction or money 

back. 

Obtain your Addometer from your office 
appliance dealer, stationer, or write: 


Reliable Typewriter & Adding Machine Co. 
301 W. Monroe Street @ Chicago 6, Illinois 
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Dupli-Typer Ribbon Attachments 
Make INKED Copies 


Increase Production—Reduce Costs 


Continuous 
Form Work 


Bookkeeping 
Machines 


For full 


information write: 


DUPLI-TYPER CO. 
456 Fourth Ave., New York 16, N. Y., U.S. A. 








THE MARK-N-COUNT ADDS UP 
EVERYTHING YOU MARK 


Automatically totals every mark you make while 
checking materials, estimates, specifications, plans, 
inventories, lists, etc. Mark with pencil or rubber 
stamp. Talk or stop for interruptions without losing 
count. Reset counter to zero at any time. The 
Mark-N-Count will save its cost many times by 
eliminating errors and costly time of re-checks. 
Carry anywhere, plug into 110 v. AC outlet. $87.50 
complete with pencil for any color lead. 
MAY ENGINEERING COMPANY 
6055 Lankershim Blvd., North Hollywood, Calif. 
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RING UP MORE SALES / 








i with the NEW DELUXE 


PORTABLE 


SrE this new machine and ex- 
amine its exclusive features! 
Test it and be convinced. Check 
the automatic paper feed, the 
automatic spring-release paper 
support, the paper bail that 
pulls way out to the front or 
swings back all the way. These 
are only a few of the exclusive 
features found only on the new 


Olympia SM 3 DeLuxe Portable. 


INTER-CONTINENTAL TRADING CORP. 
¥; 


90 WEST STREET + NEW YORK 6, WN. 





| pleted records, space, paper and print- 


ing, subsequent publications. Where 
electrical tabulating equipment is em- 
ployed, add those completed costs. 
To bring out costs of a paperwork 
operation, consider a hypothetical ex- 
ample of a firm which requires a 
monthly report from ten branch offices. 
The sales department requires the re- 
port which is purportedly used for 


| sales planning. The cut-off date in the 


branch offices is the last day of each 
month and it is to be sent via airmail to 
the home office. Although quantity in- 
formation for a list of items is all that 
is needed by the sales department, unit 
and total costs by reported item are in- 
eluded. The cost figures are not used 
by the sales department except for 
grand totals. The accounting depart- 
ment has a separate detailed system of 
its own but its accurate figures are re- 
ceived around the 25th of the month and 
the sales department contends it cannot 
do an adequate planning job if it has 
to wait for the later returns. 

Apply the above factors and then look 
at the costs. The sales department staff 
has handled the report when it is re- 
ceived without adding any employees. 
The report forms cost $8.50 per thou- 
sand, the quantity used by the branch 
offices each three months. The report 
form is well balanced; the unit and total 
costs per item were added since there 
was sufficient space on the form for two 
more columns. In running a test of 
a typical completed report in the home 
office, it was found that it takes approxi- 
mately six hours to type the average re- 
port. At present salary rates, this 
would average $8.70. For the ten branch 
offices, the report costs the business $87 
per month or $1044 per year for typing. 
The typed reports are proofread in the 
branch offices. This operation takes one 
hour for two people. Add costs of $2.90 
per report, $29 per month, $348 per 
year for proofing. Reviewing and sign- 
ing takes another hour for the branch 
manager or his assistant. This time 
probably costs around $4.50 per hour 
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or per report. Add costs of $45 per 
month or $540 per year for reviewing. 
Airmail postage averages 18 cents per 
report and the large envelopes used in 
mailing one cent each. Add $1.90 per 
month or $22.80 per year for mailing 
costs. 

Our report now costs $1954.80 per 
year at the branch office level and we 
have not yet gotten to the real costs of 
this report. Where does the typist in 
the branch office get the information for 
the report? Each branch has approxi- 
mately 125 outlets which report the basic 
information. The report from the out- 
lets is usually prepared in longhand and 
would require 30 minutes to assemble 
and record the information. This would 
cost an average of $1 plus an average 
cost of % cent for an envelope and 6 
cents postage, or a total of $1.0614 per 
report. Add $1,331.25 per month or 
$15,975 per year for costs below the 
branch level. Some firms may not be 
standing the salary costs of their out- 
lets; but who can figure the costs in ill- 
will, resentment to unnecessary paper- 
work, or diverting 30 minutes from 
sales effort to filling-in a report. 

When the outlet reports are received 
in the branch offices, they are compiled 
and checked before going to the typist. 
This practice adds at least another $10 
to the cost of each branch office monthly 
report. Add $100 per month or $1,200 
per year for compiling costs at the 
branch office level. 

The monthly reports from the outlets 
are filed and maintained in each branch 
office—an average of 1500 reports each 
vear to each branch. A survey in 1950 
by Remington Rand, Ine., showed com- 
plete costs of $195 per year to maintain 
and service one 4-drawer file cabinet in 
office space (and the space costs were 
computed at $2.50 per sq. ft.). The 1500 
reports would require at least one file 
drawer, so we can estimate an addi- 
tional annual cost in each branch office 
of $48.75, or a total cost to the firm of 
$487.50. 

Now our price tag on the report, be- 
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VALET 7 RACKS 





Led by architects and office planners the 
trend is to Office Valet wardrobe equip- 
ment. By keeping wraps dry, aired and 
open to germ killing light this modern steel 
equipment helps prevent spread of epi- 
demics and resulting absenteeism. Keeps 
wraps “in press," helps emnioyee morale, 
saves floor space, fits in anywhere, ends 
locker room evils. 

Widely advertised in general business, in- 
stitutional and trade magazines, this lino 
offers an almost unlimited opportunity for 
profitable sales to offices, factories, schools 
and institutions. 


WRITE FOR BULLETIN OV-10 


VOGEL-PETERSON CO. 


1121 West 37th St Chicago 9, til 





ENVELOPES OF ALL KINDS ra 


SPECIAL OR STANDARD f as 
DIRECT FROM FACTORY Pd 
4 

a ge 


UNITRANS COMPANY : 

101 PARK AVENUE,N.Y.C. 

vA mu 5-7500 
/ \ 


\ 


\ 





+ 


es ee 
K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 
EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR '/,", 
5/16" & %'' HOLES 
EXPANSION UP TO 
7/2 INCHES 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. Y. 





COMPTOMETERS 
Repaired and Overhauled 
For Dealers 


For information and prices, 
write to John Bialas, 


Chicago Adding Machine Service 
537 S. Dearborn Street 
Chicago 5, Ill. 








WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by imperial 


Imperial 
ASK YOUR DEALER 
imperial 


DESK CO. 
Evansville, tndiana 














fore it reaches the home office, amounts 
to $19,627.30. And we have not in- 
cluded mailroom costs in ten branch of- 
fices for handling 15,000 reports an- 
nually. Costs in the home office can be 
developed from here, but I believe this 
exercise plainly demonstrates the idea. 

A good presentation on the costs of 
this paperwork operation would point 
out the grand total of prices on the 
items on the report could be developed 
by a ealeulating machine operator in 
the home office in perhaps 8 hours or 
less. Eliminating two of the three col- 
umns on the report would reduce the 
large preparation costs in the branch 
offices and the outlets by 2/3, or more 
than $12,000 per year. Management 
could decide if the report was worth 
$19,627.30 or approximately one third 
of that amount. By presenting costs of 
paperwork operations, we provide a 
definite evaluating device to those who 
must make decisions. 

The price tags should be developed 
on a uniform basis and costs should be 
presented in the same manner. Varia- 
tions could be used to give additional 
emphasis. For example, if it were cus- 
tomary to show costs computed on an 
annual basis, computing daily costs on 
large paperwork projects would be an 
eye-opener for top management. The 
pricing of each major paperwork opera- 
tion will lead to a thorough analysis of 
the need for that operation. A _ cost- 
conscious staff will give added impetus 
to weeding out the unnecessary and 
eliminating the duplicate work. When 
top management realizes how much a 
job does cost, they will give whole- 
hearted support to all efforts to improve 
it. Price tags on paperwork would place 
a greater demand on the ingenuity of 
supervisors. There would be better use 
of information already available. Serv- 
ices of qualified systems analysts would 
increase. By emphasizing the cost of 
each paperwork operation, people will 
come up with new ideas and more eco- 
nomical ways of doing the essential 
work. 
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ECONOMICAL. Most modern and practical 
of all addressing machines. Uses inexpen- 
sive metal (Speedaumat) plates that print 
thru a ribbon. Save hours of time in repeti- 
tious addressing. Eliminates error. Hop- 


pers hold 45 names. A push of the plunger 


changes plates. 
For full information including 10 day free trial offer, send for circular "E”. 


NETTLE MANUFACTURING CO., 27 Huntington Ave., Boston 16, Mass. 





OFFICE WANAGERS: KING ARTHI 


Here's Your 
pest Table 


Buy+*: 


FOLDS FOR 
COMPACT 
STORAGE 

2 


SMOOTH TOP 


RUGGED 
CONSTRUCTION 


i” INSTITUTIONAL SALES sanurscrunces 


4930-32 PORTICO STREET 


PRICED 
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through with it just fold the legs for compact storing. 
Rigid, rust-proof folding leg assemblies eliminate pipe 
legs, saw horses, trestles .. . supports up to 3000 pounds 
... Stays in position with double action lock. The five-ply 
plywood top is moisture-resistant and warp-proof . . . 
° also available in Formica. Edges protected by aluminum 

moulding. No comparable table can match its low price. 
Write For Complete information and Nearest Dealer's Name. Dealer inquiries Invited. 


» PHILA. 44, PA 


PRICE 


$6§5°° 


Plus $3.90 
Fed. Tax 


 —_ 


EFFICIENT. Heavy, durable material com- 
bined with trouble free construction insure 
years of dependable service. Both plates 
and machine are practically indestructible. 
Embossed plates are easily secured by or- 
dering thru the mail. 


Mualti- 
Purpose 


TABLES 


SIZES; 
Model 2 
30" x see 
Model 2 
36" x ae" 
Model 2 
30" x aa 

Model 2 
30" x 60% 
Model 2 
30" x 72" 
Model 2 
30" b+) 
Also 
ROUND 
IN 36", aan 
54", 60", 
and 72" 
DIAMETERS. 
AND HALF. 
ROUND 
96" x 4gn. 


Need extra table surface in a 
hurry. The answer is the sensa- 
tional King Arthur Tables. Sets 
up in a moment ready for 
use... and when you're 


TABLE 


+ Victor 86-0290 





NO Le) NO 
BREAKING! TEARING! SLIPPING! 


FULL PROTECTION 
for your papers with... 


Schlegel PULL 


FASTENERS 


Successor to the rubber band 


NO BREAKING! Strong, durable Schlegel 
PULL FASTENERS will not break, or 
rot. Hold papers firmly while you carry 
them, or for a lifetime in your files. 


NO TEARING! Valuable rolled drawings, 
flat documents, and checks are pro- 
tected against cutting or tearing. Flat 
adjustable tape spreads tension. 


NO SLIPPING! Fully adjustable to the size 
of packet. Tightens snugly. Holds firmly. 


WRITE! Descriptive folder with prices 
and sizes will be mailed promptly. 


MANUFACTURING 
COMPANY 


Schlegel 





One Expert 


(Continued from page 72) 


1. The primary interest of the client 
or user is the accumulation or transmis- 


| sion of data in office operations. 


2. The primary interest of the forms 


| analyst represents some central author- 
| ity for company standards. 


3. The joint responsibility of both 
lies in collaboration to arrive at the pur- 
pose with the best method. 

Every forms analyst gathers his facts, 
which become his form, from others, and 
he makes progress largely through the 
minds of others. He has the experience 
of discussing the record with those who 
confuse their special interest with 
prejudice and with those who have a 
mind to dovetail with his own as they 
make progress together toward a solu- 
tion. The facts are there for the asking 
but he must have help with the answers. 
It might be well for him to define in his 
own mind these areas of responsibility. 

The client has primary interest in the 
context of the form and its need in 
office routine. In any specialized opera- 
tion, he is the only person who could 
have sound judgments about why and 
when the form is needed in the function 
and what data is required to satisfy the 
requirements. The client is responsible 
for the proper operation of the service 
in which the form is a part, and he must 
live with the end result. In the last 
analysis, he is the judge of its current 
use, its relationship with other units of 
organization, and where the form be- 
longs on a retention schedule. The an- 
alyst should report his findings and add 
his opinion, but the decision is in the 
area of the client’s interest and re- 
sponsibilities. 

A certain organization with which I 
am familiar is said to have 55 different 
professions involved in its activities. The 
experience of any analyst could hardly 
encompass all these specializations. As 
a matter of fact he is only at home 
among the housekeeping records. 

The forms analyst has primary in- 


391 N. Goodman St., Rochester 7, N. Y. 


190 THE Orrice—May, 1953 














terest in the maintenance of company 
standards established by some central 
experience. There are just three stand- 
ards for a form, says a friend of mine. 
Each form should have a number, each 
form should have a title, and each form 
should be designed in the best manner to 
serve its purpose. The first two stand- 
ards are a bit simple for any analyst 
in a well-established operation, but they 
may symbolize the physical characteris- 
tics of the form such as paper and pro- 
cess, effective spacing and use of mar- 
ginal stops, general format and type 
faces, detailed specifications, and ware- 
housing. In these physical characteris- 
tics the client may have preferences 
which have to be adjusted to company 
standards and which the forms analyst 
will want to weigh. 

Adjusting the design to the purpose, 
the third ingredient of my friend’s re- 
cipe is the greatest contribution of all. 
I was discussing the review of forms and 
methods with a certain executive. His 
attitude was: how could a_ forms 
analyst help a group who had _ spent 
years in specialized work? How could 
anyone from the outside advise those 
who were already expert in the fune- 
tion? 

The knowledge and experience he was 
talking about was not our province at 
all. Our knowledge began where his 
left off. When he had decided on a 
necessary change for the record, what 
should he use? Purposely I used terms 
with which he could not be too familiar: 
peg boards, visible appliance, rotary or 
rolling files, snap apart forms. We 
wished to supplement 
with an experience in the mechanics for 
doing the job. This phrase stuck in his 
mind and explained to him our contribu- 
tion in the collaboration. In the adjust- 
ment of the design to the purpose, the 
primary interest of the analyst in this 
third ingredient is the mechanics for do- 
ing the job. It must be expressed 
largely as a contribution to the joint 
responsibility. 
two areas of 


Between the primary 
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his experience | 


Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


lic, 


CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 


19] 





ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
DUMIANIianans.. eel 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 


ONE-WRITING 
Accounting System 


Complete double entry with 





@ No heavy books 

@ No posting errors 

@ Simple, accurate control 
@ Big savings in time 

The system that warns you 
of weak spots before it is 
too late! Write for full 
inforniation 


RUF ACCOUNTING SYSTEM 
JOHN R. SOLLBERGER 
115 NEWMAN STREET, METUCHEN, N. J. 


WANTED TO BUY 
ADDRESSOGRAPHS 


GRAPHOTYPES « SPEEDAUMATS 
FRAMES e TRAYS ¢ CABINETS 
Send Model and Serial Numbers to: 
ADDRESSING MACHINE CO. OF CALIF. 


618 Mission St., San Francisco 5 
Attention: Norman L. Cotton 

















DON’T FIGHT! 
DO IT RIGHT! 


t ‘‘Koil-o-matik’’ the only 
ERED device 


UP dangling | 


coris out of the way 
RUBBER e 
furniture. Safeguards against 
*‘shocks’’ and ‘‘shorts’’. Fits 


all cords, even solid rubber | 


ones. Easy to put on. Guar- 
anteed for | year. 

Priced much lower than com- 
petitor’s bare wire coiler 
DEALERS: Colorful, counter 
display carton and E 
DEMONSTRATOR make 
quick sales. Money back sales 
guarantee. 


THE NEVERKNOT CO. 


Dept. 5C, 4525 Ravenswood, 
Chicayo 40, IH. 


COVER protects | 


interest lies the responsibility of both in 
collaboration. No party to the discus- 
sion can go it alone. Findings that come 
from procedure study, terminology and 
final arrangement of captions, use of 
conventional or box design, number dis- 
tribution and color of copies in multiple 
forms, instructions for completion and 
disposal, and quantities for stock and 
certain decisions on physical specifica- 
tions—all are part of this discussion 
before approval. 

In this relationship the analyst is 
often compared to the sales representa- 
tive, and with good reason. The sales- 
man is successful only as he sells prod- 
ucts or service. However, in this e¢a- 
pacity he is not actually a part of the 
line organization of his company and 
he has little to do with line operations. 
He acts more nearly in a staff capacity 
to advise his customer and to develop a 
happy relationship. He understands that 
he cannot give orders and his only au- 
thority in the customer’s office is that of 
advice and the influence of experience. 
He becomes the go-between of produc- 
tion and distribution for his company on 
the one hand, and the requirements and 
utility of the customer on the other. He 
understands that his recognition is per- 





“There you see, Sir, how this chair 
will help you hold your secretary.” 
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Ok Cle: * ; i 
ah Guaranteed by» is Hine: : F * he a j PROMPT 


Good Housekeeping 


ame | mente —~—SCS*«éE=CLIVEERRY 


7 


OUTSTRETCH ... OUTLAST... OUTSELL... ALL OTHERS 
Conforms to Federal Specifications ay 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 





Do you @ What are the latest developments in 
have the Answers punched-card accounting machines? 


to these Questions? @ For what functions are other companies 
using their punched-card equipment? 


@ Are we using our equipment as effectively 
as possible for each function? 





Many of the answers to these and other 
pertinent questions will be found in... 


Vol. 2,"The Punched Card Annual” 


Completely NEW , from Cover to Cover! Examine FREE for 10 days 


Over 200 pages packed full of valuable infor- After this period if you agree it is of 
mation for everyone engaged in punched- value to you and your company remit 
card machine accounting, authored by $6.00 plus postage or return the copy 
outstanding authorities. Many tips on without obligation. 

tabulating, forms, accessory equipment 
and short cuts to more efficient operation. Send for your copy, TODAY! 











The Punched Card 909 Francis Palms Bldg. Detroit 1, Mich 
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HERE'S A FAST TURNOVER 
PROFITABLE ITEM! 


INDTANA 


“UNDER-COUNTER" CASH DRAWER 


Every Dealer Should 
Display One for 
Quick Sales! 


Suggested Retail 
Price $26.50 


MODEL V1 plus freight 


REGULAR DEALER DISCOUNT 


Overall Dimensions—183g” x 14-11/16” x 4'/2” high. 
5 coin tills. 5 currency compartments—equipped with 
bill weights. High-grade disc tumbler lock. Warning 
gong rings each time drawer is opened. Made of kiln- 
dried Indiana Hardwood. Drawer is easy action—4 roller 
mechanism. 2 finishes—Olive green or Mahogany Red. 
Drawer finish—Natural high grade lacquer. Packed in 
fibre-board carton. Shipping weight: Approx. 19 Ibs. 


USE THIS HANDY ORDER BLANK 
FOR ORDERING SAMPLE 
INDIANA CASH DRAWER CO. : 
SHELBYVILLE, IND. ' 
Please ship Indiana Model Vi—''Under- ! 
Counter’ Cash Drawers, @ $26.50 f.o.b. Shelby- ! 
ville, Ind. Less Dealer Discount. ; 
Finish ; 
DEALER l 
STREET ADDRESS : 
CITY ; 
SIGNED BY 1 
4 
| 
| 
a 


Open account to rated firms only—send refer- 
ences if not rated. 


ZONE STATE 
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sonal, based on the value of product and 


| service and how well he represents his 


company for the benefit of his customer. 
Salesman and customer each have a 
primary interest, and both have a joint 
responsibility for collaboration. Like 
the buyer and seller in a bargain—a re- 
lationship recognized from the begin- 
ning of trade—our forms analyst will 
find that points of view can be com- 
promised with good will. 

If you have had much to do with the 
forms analyst in action, you must have 
heard him complain about a lack in 
authority. You never heard him com- 
plain that he had too much! What he is 
really complaining about is not author- 
ity but recognition. Of course he should 
have official backing to do the job re- 
quired but he will soon find that there is 
official authority and personal recog- 
nition. Given all the official authority 
in the company, he can make little pro- 
gress without a personal recognition 
or his ability. Many forms analysts 
develop a relationship of service in 
which authority appears to play no part. 


Some analysts find that one assignment 
opens up another and are always ready 
for a new and different assignment. 


Official authority can only introduce 
the forms analyst; from there on he 
must win his own personal recognition. 
“There is no authority,” said Gen. Wil- 
liam H. Harrison, president, Interna- 
tional Telephone & Telegraph Co., 
“ereater than the authority of knowledge 
and competence.” 

Forms coordination is what the term 
implies—a collaboration, a mutual en- 
deavor and a meeting of minds. The 
analyst could not afford to take complete 
responsibility. “You fool me_ once, 
shame on you,” say the Chinese, “You 
fool me twice, shame on me.” In this 
meeting of minds, the forms analyst has 
an important and technical contribution 
to make to the mechanies for doing the 
job, but so also has the supervisor or 
specialist in the practical requirements 
of his particular function. The good 
form is the product of both minds. 
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CUT COST IN 
YOUR OFFICE 


Trace Copy 

Trace Objects 1 

Transparencies | 

Scaling { 
i 


. Line Negatives 

. Halftones 

. Make ‘‘stats’’ 

. Silk Screen Positives 


Layouts Silk Screen Stencils 

Corrections 14, Makes Printing Plates 

Letterin 15. Trick Distortions 

Perspectives 16. ‘‘Swipe’’ Files 

VIEWING AREA: 1(8”x24’"’, 

FLOOR AREA: 26x42”. 

STANDARD LENS: 400% Enlargement and 
Reduction. 

CALIBRATED DIALS: Percentages and 
Decimals. 

CONSTRUCTION: Ali Metal. 


YOUR GREATEST $ SAVER 
VERSATILE * COMPACT ¢ ECONOMICAL 
AL 


EQUIPMENT BUILT TO ORDER 
Dealer Inquiries Invited 
WRITE FOR FREE CATALOG LL 352 


THE MERRITT LACEY CORP. 
31 CENTRAL AVE. © NEWARK 2, N. J. 


SNS MSO 











REBUILT 
MACHINES 
Fully 
Guaranteed 
* 
ROUGH 
MACHINES 
Carefully 


Selected Our Rebuilt Sundstrand 


ADDERS We offer fair prices, 
guaranteed rebuild- 
CALCULATORS =: ing, prompt serv- 
TYPEWRITERS : ice to users and 
: dealers the world 
over. Ask for our 
quotation on any 
make or model 
office machine. 


BOOKKEEPING 
MACHINES 


ADDRESSING 
EQUIPMENT 


INTERNATIONAL OFFICE APPLIANCES, Inc 
326 Broadway, New York 7, N. Y., HAnover 2-6700 
Cable ‘“‘ADDBOOKAL”’ 








ViSIriter— Economical speedy hand addresser— 
eliminates subsequent typing and guarantees 
accurate reproductions. 


Write for complete information — 
ViSirecord, Inc. COPIAGUE, LONG ISLAND 


In Canada, V/SIrecord of Canada, Ltd. 
266 King Street, West Toronto |, Ont. 


AT HAND... 
IN THE RIGHT 
HANDS! 


with 
TELKEE 
Moore Key Control 


A METHOD FOR FILING AND CONTROLLING KEYS 


With Moore Key Control TeLKeg, you never 
have to worry where keys are...or who has 
them—they’re instantly available in neat, 
compact cabinets, easy to set up and operate. 
Saves cost of expensive lock repair and re- 
placement, too. Moore Key Control usually 
pays for itself the very first year you own it. 


P. 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. 
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_of the Office 





Annual SPAA Meeting 


The Sixth International Systems Meet- 
ing of Systems & Procedures Assn. of 
America will be held at the Hotel Shera- 
ton, Chicago, Oct. 19-21. General chair- 
man is John W. Wirth assisted by L. M. 
Mannasmith, chairman of subjects and 
speakers. The board of 
voted to alternate the annual 
midwest. 


directors has 
meetings 
SPAA 


now has 22 chapters and 955 members. 


between the east and 


Simplification Conference 


The 1953 Wharton School Refresher 
Conference on Work Simplification and 
Measurement in Office and Factory will 
be held in the new, air conditioned Fred- 
erick Winslow Taylor Management Lab 
oratory of the University of Pennsyl- 
vania, Philadelphia 4, from 
July 3. There will be a pre-conference 
session on 
June 15-19. 
Schoeller 


June 22 to 


tools techniques, 


Donald 


basie and 
Details from V. 
at above address. 


Financial Reporting 


Internal corporate financial reporting 
will be the topic of a special methods 
review conference sponsored by Ameri 
can Management Assn. May 4 at the 
Hotel Astor, New York. The one-day 
session on ‘‘Reports to Top 
ment’’ will feature case study presenta 


Manage- 


tions by five companies considered out- 
standing in financial reporting: Ford 
Motor Co., Burroughs Adding Machine 
Koppers Carrier Corp., and 
Thompson Products, Ine. Much material 
to be before 
made public 
involved, 


Co., Co., 


discussed has never been 


outside the organizations 
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Executives’ Secretaries 

East Bay Chapter 
of Executives’ Sec- 
retaries, Ine., will 
be hostess to the 
national conven- 
tion, May 23-24, at 
Hotel Claremont, 
Berkeley, Calif. 
Executives’ Secre- 
taries is a national 
organization of 
women engaged in 
secretarial or administrative work, repre- 
senting firms in non-competitive fields. 
Organized in San 1938, it 
has chapters in Los Angeles, Long Beach, 
San Diego, Orange County, Pomona Val- 
lev, Santa Clara Valley, the Peninsula, 
Portland, Las Vegas, Chicago, Dallas and 
New delegates to the 
convention will make a _ post-convention 
tour to Hawaii. National officers are 
Sally Stuber, Leo J. Meyberg Co., presi- 
dent; Corris Guy, Helms Bakeries, vice 
president; Merle Brothers, Retail Mer- 
chants, Ine., Neola Gierhart, 
Las Vegas Review-Journal, treasurer. 


Sally Stuber 


Francisco in 


Orleans. Some 


secretary; 


New Ford Offices 


Henry Ford II, president, Ford Motor 
Co., announced that construction § will 
start this summer on their new adminis- 
tration building in Dearborn, Mich. The 
project, a model of which was pictured 
in THE OFFICE, February, 1951, 
postponed because of the Korean emer 
gency. Since then, the company’s office 
space requirements have undergone con- 
change. Plans for the new 
structure have been altered accordingly. 
The 12-story building will be located on 


was 


siderable 
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To make your work look better... 
Make You look better... Always use 








ONGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself—ask 
your office manager to buy Longhorn 
Carbon and Ribbons for your office! 


Have You Sent for 


Your Copy of 
WHAT'S YOUR BRAND? Va 
reodingLonghorny hand MCO 


somely illustrated little 
booklet giving unusual 


facts about famous AMERICAN CARBON 


Southwestern cattle 
<catuamire PAPER MFG. CO. 


your request. 





ae} 


NTT 











Here’s what this sign means 


It means that here is an authorized Neenah Dealer who 
handles the finest boxed typewriter papers in America. 


It means that when you use Neenah Typewriter Papers, you create 
the impression of quality. They have a luxurious writing and typing 
surface because they are tub-sized and loft-dried. All Neenah papers 
have snap and the crisp feel of new money because they contain 
from 25% to 100% new cotton fibers. 


And the Neenah sign means that the stationer sells other quality 


office supplies to the quality trade because discriminating buyers 


know and demand Neenah boxed typewriter papers. 


NEENAH BOXED 
TYPEWRITER PAPERS 


WRERRITER PREERS 


NEENAH PAPER COMPANY « Neenah, Wisconsin 
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a 120-acre site and will be occupied by 
approximately 3,000 employees. 


OMAC Scholarships 


Office Management Assn. of Chicago 
unnounced its two annual scholarship 
winners. The membership business award 
went to Edward La Frenere, employed 
by Kraft Foods Co. Winner of the school 
award is Eleanor Zackwieja. Awards 
amount to $100 each to be applied as 
tuition towards a course in office man- 
agement under Prof. Harry Wylie at 
. Northwestern University. 


Records Firm in N. Y. 


Record Controls, Ine., Chicago, has 
opened a New York office at 516 Fifth 
Ave., under the direction of Mrs. Mark 
Piening, who for several years has been 
collaborating in this type of work with 
her mother, Mrs. Alva Menzies, 


Microfilm-Photocopy Standards 


Users and manufacturers of microfilm 
and photocopy equipment were invited 
to advise American Standards Assn. 
whether standards are needed to assure 
readability and permanence of records 
reproduced by photography. The Photo- 
graphic Standards Board of ASA invited 
1) organizations to a conference May 21 
it the association’s headquarters in New 


Wide World Photo 


Counterfeit pari-mutual tickets are examined 
under an ultra-violet lamp in the New York 
office, Thoroughbred Racing Protective Assn. 


York, to recommend whether a commit- 
tee should be organized to develop stand- 
ards for photographic documentation. 
Comments or suggestions in advance of 
the meeting should be sent to Photo- 
graphic Standards Board, American 
Standards Assn., 70 East 45th St., New 
York 17. 





National Conference 


Canadian Office Machine Dealers Assn., 
General Brock Hotel, Niagara Falls, 
Ont., May 8-9. 

Institute of Internal Auditors, 
Hotel, Cleveland, May 17-19. 
New York Stationery Show, New Yorker 

Hotel, May 17-22. 

Life Office Management Assn., spring: 
New Ocean House, Swampscott, Mass., 
May 25-26; national, Netherland Plaza 
Hotel, Cincinnati, Sept. 21-23. 

National Office Management Assn., Stat- 
ler Hotel, Boston, May 24-28, 


Statler 
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& Exhibit Calendar 


NRDGA, Controllers Congress, Roosevelt 
Hotel, New Orleans, May 25-28. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, June 1-3. 

Accounting Div., Assn. of American Rail- 
roads, Edgewater Beach Hotel, Chi- 
eago, June 1-4, 

Store Modernization Show, Madison Sq. 
Garden, New York, June 9-12. 

National Assn. of Cost Accountants, Stat- 
ler Hotel, Los Angeles, June 14-19. 

(Continued on next page) 











UNIVERSAL 
Cash Registers 




















“Acco 7 f Pl, ” 


With 6 exclusive features! 


1-All totals printed. 


2-12-item autographic de- 
tail strip. 


3-Auxiliary cash drawer. 

4-Ticket issuing. 

5-Accountant’s total bank 
slip. 

6-Accountant’s cash drawer 
total. 


To Approved Dealers... 
Liberal Open Account 





UNIVERSAL CASH REGISTERS 
95-99 MANSFIELD ROAD 
NOTTINGHAM * ENGLAND 


U.S.A. Distributor 


T. K. McGOURTY, 140 WEST MAIN ST. 


PATCHOGUE, N. Y. 























(Continued from preceding page) 


National Office Machine Dealers Assn., 
Ambassador Hotel, Atlantic City, N.J., 
June 18-20. 

National Machine Accountants Assn., 
Schroeder Hotel, Milwaukee, June 18- 
20. 

National Secretaries Assn., Olympic 
Hotel, Seattle, July 15-18. 

National Business Forms Associates, 
Edgewater Beach Hotel, Chicago, Sept. 
2-6. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-Oct. 1. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14 
16. 

Systems & Procedures Assn. of America, 
Sheraton Hotel, Chicago, Oct. 19-21. 
American Institute of Accountants, 
Palmer House, Chicago, Oct. 19-22. 
National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New York, 

Oct. 19-22. 

National Business Show, Grand Central 
Palace, New York, Oct. 19-24. 

National Institute of Governmental Pur- 
chasing, Netherland Plaza Hotel, Cin- 
cinnati, Nov. 8-11. 


% Dee 
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Mary Prough removing offset master from 
XeroX plate. 


How National Gypsum 
Does Offset Masters 


ATIONAL GYPSUM CO., Bulfalo, 
N. Y., uses the xerography process 
to prepare paper offset masters, ac- 
cording to E. C. Huber, manager of the 
duplicating department, not only be- 
sause of savings in time and money but 
because all operations in the reproduc- 
tion of confidential material can be kept 
within their own oflices. Recently it was 
necessary to produce 17 copies of a 
96-page confidential government report. 
Using a combination of xerography and 
offset duplicating, the job was done 
within their own plant in eight hours. 
The company figures it has saved 
$2,467 in material costs in ten months 
using XeroX copying equipment to 


National Gypsum's offset duplicators. 
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Lettergard 
SORTER 


32” x 32” 


$15 


eS Postpaid 
26 alphabetically stamped, phosphor 


a spring bronze metal leaves securely 
hold a multitude of papers. Each leaf riveted to 
lightweight aluminum base. For fast, accurate sort- 
ing of letters and records. Order today! No CODs, 
please. 


GARDNER LABORATORY, Bethesda 14, Md. 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 


32 & MeWwNLIAMS ST 
FOND OV LAC, WIS 





@ BooKkKEEPING 
@ CALCULATING 


ght, sold, 

repaired or re- 

“conditioned. Write for 
current prices. 


321 BROADWAY « NEWYORK] N.Y 
WO 4-1240° cable: Hodgmach 





AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 
—longer runs! Instant drying 
prevents offsetting. Non-in- 
jurious to machines. Practic- 
ally odorless. Available in 
| gal. cans or 54 gal. drums 
Dealers write for complete 
catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N. Y. 














¢ 


~ 
. 
~ 
s 
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(uERE'S THE SECRET 


Foot Comfort Mats and Runners are 
constructed of marbleized rubber tile 
bonded to a resilient sponge base. They 
relieve fatigue caused by standing on 
hard floors. Use them behind counters, 
in front of machines and in corridors 
to increase employee efficiency. Beveled 
edges. Eight color combinations. 

Write DEPT. C-5. FLOORING DIVISION 

for samples and illustrated brochure. 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, OHIO, U.S. A. 


make offset masters. Any copy can be 
| transferred up to 84%” x 11” in size on 
| the master by an office girl in less than 
three minutes. Since this copy is photo- 
| graphed onto the master, no proofread- 
| ing is required. A comparison of Na- 
tional Gypsum’s duplicating costs fol- 
lows: 
Copies Former Cost Present Cost 
eer Pere 
25 . . 2.50 


Operatorless Elevator 
For Office Buildings 


WALKER G. WHITE 


Manager, Contracting Operations, Elevator 
Div., Westinghouse Electric Corp., 
New York. 


HE operatorless elevator system 
Tsiew not be confused with the 

ordinary self-service elevator which 
has been in use for many years. The 
newer idea is not an individual passen- 
ger-operated elevator but a system of 
elevators for continuous heavy duty in 
large office buildings. Each car not only 
operates itself but coordinates its opera- 
tion with the other ears for uniform 
service different traffie conditions 
arise. Passengers simply push buttons 
to call a car and indicate their floor. 
There are two competitive systems: 
Westinghouse  Selectomatic-Automatic 
and Otis Autotronic-Automatic. While 
these differ in the means of accomplish- 
ing the end result, the objective of each 
is the same. 

There are four basic types of traffic 
conditions encountered in the majority 
of office buildings: up-peak, off-peak, 
down-peak, and off-hours. Up-peak 
traffic is predominantly incoming, as 
in the morning. When the starter 
sets the selector switch to the up-peak 
position, the supervisory control system 
directs the bank of elevators so that 
traffic can flow predominantly upward, 
| as follows: 


as 
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Il want tobe in BOSTON 


ALL-PURPOSE BUSINESS 


in 


SHOW for 1993 


in conjunction on 


MECHANIC’ 
Boston, Mass: 


Be 


MAY 25, 26. 21, bee 


i 


> 


CLIX 
3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 


h NOMA’S 


eon 
| i 34th International Conterence 


s HALL 





squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\%" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11" x 814" sheets. 
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Order from your Stationer or Office Supply Dealer 


\ NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS , 


se 


Ta eo 


Your hosts will be 

the world’s leading 
manufacturers of 

- Office furniture, 
equipment and supplies. 


gers 


NOMA 
N89 A 


For Complimentary 
Business-Show Tickets, write 


National Office Management 


| Association 
132 W. CHELTEN AVE.,- PHILA 44, PA. 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 4" hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \%" 
hole, 4%" from binding edge. 
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TYPE ULEANING MADE EASIER 


Typists and business 
machine operators wont 
*Norta Plastic Type Cleaner 
— it's easy to vse—no mess Addressing 
—no liquids to spill * Marking Devices, ete. 
*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 


Free somple sent upon request write to 


NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 


STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 


EXPORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We quar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 


128 LAFAYETTE STREET 
NEW YORK 13, N. Y. 
Cables: “ERGIBIAN.” Telephone: REctor 2-6580 


3 DEAN PROBLEMS 


SOLVED —— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 ne 


Room 7 
New York 16 














| lower terminal 
| parture time, 








Employees entering the building see 
the doors open on only one car. They 
enter this car and press the button cor- 
responding to their floor. After a 
proper interval, the car’s doors close 
automatically and the car rises to the 
registered floors. As soon as the doors 
of this first car close at the lobby level, 
another car’s doors open automatically. 
Only one car loads at a time and ears 
leave the lower terminal at automatically 
adjusted intervals. Doors open at maxi- 
mum speed and close at approximately 
1 ft. a second to safely reduce impact 
of passenger contact. Doors are 
equipped with Safety Edge, Safety Rays 
or Proximity Edge to reverse their mo- 
tion when obstructed by passengers en- 
tering or leaving. 


As incoming traffic increases and cars 
become fully loaded before the set in- 
terval elapses, a load-weighing device on 
the car causes it to leave as soon as 
loaded. When this happens, the interval 
for the next car’s loading period com- 
mences at the time that the quickly 
loaded car left, unless the next car too 
is loaded before expiration of the full 
interval. This automatically speeds up 
the entire system. Each car in the bank 
serves all floors and answers ealls for 
service in its direction as it reaches each 
floor. As soon as a car has answered its 
last floor call, it returns to the lower 
terminal without going all the way to 
the top. 

Off-peak traffic, during the greater 
part of the day, is both up and down 
except during morning and afternoon 
coffee periods and the lunch period. 


| When the morning up-peak period is 


ended, the starter sets the selector 
switeh at the off-peak position. Cars 
leave the terminal at set intervals as 
they become available. If there is no 
ear at upper level when the start-down 


| signal is given, the leading ear going up 
| starts 


down as soon as it makes its 
highest call. If a car arrives at the 

after its scheduled de- 
it leaves immediately. 


To keep cars equally distributed 
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throughout the building, terminal wait- 
ing time is reduced when more than one 
car is at either terminal. If two cars 
are at a terminal, waiting time of the 
first car is halved. If three cars are 
at a terminal, waiting time of the first 
var is reduced to one-fourth normal. 
When down traffic is heavier than up 
traffic as at the start of the lunch 
period, a large part of the round-trip 
time of each car is automatically allo- 
cated to the down trip so that it can 
make more stops going down. When 
up traffic is heavier at the end of the 
lunch period, this process is reversed. 

At the end of the day, the starter 
sets the selector switch at the down-peak 
position. Then the system is divided into 
two banks of elevators: high zone and 
low zone. Cars in each bank are sched- 
uled independently. Cars start up im- 
mediately after emptying at the lobby 
and start down as soon as they reach the 
highest call in their zone area. A loaded 


var passes all floor calls to avoid over- 
crowding and make quickest trip to the 
lobby. High zone cars answer all up 


‘alls from floors above the lobby. Cars 
in both zones answer all down ealls in 
their zone. 

If traffic in one zone becomes much 
heavier than that in the other zone, ears 
are automatically transferred from the 
lighter traffic zone to the other. If traffic 
is so heavy in the upper part of a zone 
that calls in the lower part are waiting 
one minute, the zone in which the eall 
exists is automatically divided into two 
zones and the next up car in that zone 
travels only to the highest call in the 
lower part of the zone. Then it descends, 
answering all calls on the way down. 

At night and on weekends when full 
service is not required, the selector 
switch is set at off-hours. Cars remain 
at the bottom terminal with their motor 
generator sets shut off if no ealls exist. 
When a eall is made, the car’s motor 
generator starts automatically. The 
first car to have arrived at the terminal 
responds to the next call. When calls 
from upper floors exist, cars leave the 
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pee 


No. 3 MULTISTAMP Duplicator with Printing Guide 


PRINTS LETTERS..FORMS.. 
POSTCARDS .. MENUS 


1000 or more clear, sharp copies without 
re-inking. Prints practically anywhere. . on 
paper, cloth, wood, packages. Just type, write, 
trace or draw on inexpensive stencil. . snap 
it on duplicator and print—like using a rubber- 
stamp. New pre-die-cut ‘““FORM-CUT” stencil 
prints shipping form and identification data 
in one operation. 

Portable, non-mechanical, of non-corrosive metal, 
replaceable ink pads. 8 complete outfits: $9.50 to $99.50, 
including supplies (f.o.b. factory). Write for literature 
or see your office or shipping room supply dealer. 


THE ORIGINAL HAND STAMP STENCIL DUPLICATOR 





MANUFACTURED ONLY BY THE MULTISTAMP CO. 








NORFOLK, VIRGINIA 








COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der to be roiled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—2 widths. 
Send for Circular 52-0 and 


TrEeRh 
I. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, tI. 
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The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full porticulors 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 


TYPEWRITERS 
ALL MAKES 


REGAL’'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 
& 


THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


© 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y 























PAYCHECK ‘‘Outlook’’ ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘‘Outiook'’ Envelopes are absoiutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 
proves personnel relations. 

Send us check you now use and we will submit 
sample Paycheck ‘'Outlook'' Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes | 


1 W. Washington Blvd, Ch 


KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 
Combining 
Portability— 
Efficiency— 
Appearance— 
Durability 
Adjustable to the 
natural position of 
any pair of hands. 
KARLO- STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 
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One of the two controls panels of an oper- 

atorless elevator in the Dalles office building 

of Atlantic Refining Co. Grill at top is for 
two-way intercom. 
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lobby at timed intervals and continue to 
the top unless the time interval elapses 
before a car reaches the top. In this 
ease the car returns down. If a floor 
all remains unanswered for a prede- 
termined time after the first car goes up 
another car is dispatched and other cars 
will go up if the interval expires with 
calls still registered. Cars continue 
operating until all calls from upper 
floors are answered. Then they return 
to the lobby. 

The system has numerous safety de- 
vices. A button in the car and at 
starter’s station allows doors to be held 
open. Large, two-door cars have a 
floor selector panel on both sides of 
the car and passengers can tell which 
buttons were pushed to eliminate dupli- 
cated effort. The starter has two-way 
communication with each car. If the 


primary supervisory system fails, cars 
are transferred to an auxiliary system. 
A defective car is automatically removed 
from control of the automatic system. 
Attendants can operate cars if desired. 





\, NEWS of 
tz the Industry 





Old Town Officers 

At the annual 
meeting of stock- 
holders of Old 
Town Corp., the 
board of directors 
was increased from 
7 to 14 members 
and directors for 
the ensuing year 
were elected. Nine 
new directors were 
elected: E. 8S. Duf- 
field, executive vice president, Cincinnati 
Finley, assistant 


J. H. McGraw Jr. 


Enquirer, Inc.; W. F. 
vice president, Bankers Trust Co.; A. H. 
Gordon, partner, Kidder, Peabody & Co.; 
J. H. MeGraw Jr.; J. H. MeGraw III; 
B. R. Putnam; C. S. Roberts; E. E. Wil- 
son, formerly president, Hamilton Stand- 
ard Propeller Corp., Sikorsky Aviation 
Corp., Chance-Vought Corp., and United 
Aireraft Corp.; and A. J. Zino. J. H. 
MeGraw Jr., formerly chairman and pres- 
ident, MeGraw Hill Publishing Co., who 
recently acquired controlling interest in 
Old Town Corp., was elected chairman 
of the executive committee and chief 
executive officer. C. 8S. Roberts was 
elected president; B. R. Putnam, 
president and treasurer; A. J. Zino, vice 
president and general sales manager. 

S. Eaton, who founded the business 
years ago, remains as a director. P. A. 
Batchker, formerly president, was elected 
chairman of the board. Both will remain 
active in the business. In addition, H. 
“A. May, J. E. Magnus, and D. S. Sharpe 
continue as directors. This expansion in 
management, while adhering to the basic 
manufacturing and sales policies of the 
founder, will modernize execution of 
these policies. 


vice 
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National Business Show 

Only 2.74% of the space for the 1953 
National Business Show in New York’s 
Grand Central Palace uncom- 
mitted. Demands have far exceeded 
available and this small amount 
represents the margin reserved in antici- 
pation of alterations to the 
show floors leased to the Federal govern- 
ment for occupancy at the end of the 
year. Rounding out a half century of 
service to the office machine and equip- 
ment industry, the show will display 
about two acres of the industry’s latest 
developments and techniques from Oct. 
19 to 24. With the passing of Grand 
Central Palace to the Bureau of Internal 
Revenue, the National Business Show 
will be the last of the great expositions 
to be housed in this world-famous center. 
The show’s management announced it 
already has under consideration several 
alternative sites for the future, assuring 
the industry that the show’s services will 
continue to be available. 


remains 
space 


possible 


Returns to Clary 


Appointment of 
J. W. Stallings 
general manager of 
distribution of 
Clary Multiplier 
Corp., was an- 
nounced by Hugh 
L. Clary, president. 
Mr. Stallings  re- 
turns to Clary, 
where he served as 
general sales mana- 
ger from 1946 to 1950, after three years 
as assistant national sales manager for 
Marchant Caleulating Machine Co., and 


J. W. Stallings 
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Smead 
“Quality above Comparison”’ 


| PROPOSAL COVERS 


PLAID HOUSEHOLD FILE PRESSBOARD BINDER COVERS (In many colors and finishes) DESK FILES 


i ift- Two-piece covers — cloth hinge — 
Sie Tenines eeeNS punched for standard fastener (Printed or celluloid tobs) 


Bon PFI" FILING 


1, This feather-like material re-{ 
sists oil, ink, finger marks, 
stains and dirt of all kinds. 
2. An abrasion resistance test 
shows leather-like material to 
have a 9 to | advantage over 
ordinary red wallet stock. 
3. Color will not rub off on cloth- 
ing in a humid climate. 
4, These containers have what is LEATHER-LIKE 
needed—wear resistance and VERTICAL FILE 
Oppecrance. 














LEATHER-LIKE 
EXPANDING FILE 


LEATHER-LIKE 
EXPANDING WALLET LEATHER-LIKE SUPER POCKET 


(With GLYD-LOC or tape tie) “The All-Purpose File’ 


From the very first item to the present line of over 3,100 stock items, we have concentrated on craftsmanship and 
the finest quality and grades of raw materials, making our line an outstanding quality line. We have 5 separate 
factories for your protection and added service. Write for our catalog. We also invite your inquiries for 
specially made products. 


THE Simecacl MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 





SP 


1801 


REGULAR PLIO FILM CHURCH Berea a MUSIC STAFF 


BULLETIN DIE-IMPRESSED 

For the best in quality stencils it's Speed-O-Print’s Sovereign Brand. The uniformity 
maintained eliminates distortion of type characters and stylus work. Takes corrections quick 
and easy. The durability of Sovereign stencils assures thousands of clear, sharp copies. All 
are accurately top-printed and sealed in moisture and oil-proof wrapper for protection. The 
non-glare, dull velvet coating provides excellent visibility and prevents eye strain, 


The various top-printings end all guess work as to proper margins and positioning 
whether it’s a regular form... double page . . . 2 or 3 column bulletin . . . address-o-label 
. or music sheet. 


Sovereign Stencils are available in sizes and styles to fit all makes of duplicators. 
When you buy SOVEREIGN . . . You sell the BEST. 


SOVEREIGN GRADE A BLACK INK 


Sovereign ink flows freely . . . giving maximum number of faultless copies 
of consistently sharp, clean cut impressions. Reproduces a beautiful rich 
black that will not fode or deteriorate. Available in one or one-half pound 
cans, 


SOVEREIGN FAST DRYING INK 


A non-smudge, quick setting, fast drying 
ink that reproduces sharp, legible copies. 
Especially good for quick handling of two- 
sided duplicating. Available in one pound 
_ w m™ 8) ms wl cans only. 
par Vi O-PRINT ALL SPEED-O-PRINT INKS HAVE AN Oil 
ya BASE AND ARE FOR USE WITH OPEN OR 
CNP OLAMCH CLOSED CYLINDER. WILL NOT DAMAGE 
STENCIL OR CYLINDER. 


W. LARCHMONT AVENUE — ; PS Write FOR OUR 


CHICAGO 13, ILLINOIS a _ SS DEALERS CATALOG 


SPEED-O-PRINT (CANADA) LTD. * 3555 HOCHELAGA ST. * MONTREAL 
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as manager of its Salt Lake City agency. 
He began his career in the office ma- 
chine field with R. C. Allen 
Machines, Inc., and was with that com- 
pany six years, becoming its national 
sales director. He also served with Bur- 
roughs Adding Machine Co. as a sales- 
man at Detroit and as manager of its 
sales branches at Ogden, Utah, and Long 
Beach, Calif. 


Business 


Directs Pettersen’s Sales 
Pettersen Mfg. 
Co., Santa Barbara, 
Calif., announced 
the appointment of 
C. W. Stilson as 
director of sales. 
Mr. Stilson will 
have his headquar- 
ters in Chicago and 
also Washington, 
C. W. Stilson D. C. (in econnec- 
tion with Govern- 
ment activities). He had been a branch 
manager for Dictaphone Corp., assistant 
manager of Telautograph Corp., 
and mid-western manager of National 
Assn. of Manufacturers. Recently he 
was assistant sales manager of the Ger- 
lach-Barklow Co. Enlargement of the 
company’s sales organization was neces 
sitated by the sales growth of the Roll- 

A-Liner and Ma-Co Liner. 


sales 


Curtis-Young Corp. 

Arthur W. Young, 
formerly executive 
vice president of 
Old Town Corp. for 
22 years, announced 
formation of the 
Curtis-Young Corp. 
specializing in du- 
plicating supplies 
of every type, with 
offices at 110 West 
18th St., New York 
11, WAtkins 9-43138. Associated with 
him is Todd P. Curtis, former sales repre- 
sentative of Old Town. The new firm is 


Arthur W. Young 
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distributing, under its own brand label, 
a full line of heetograph and spirit car- 
bons, printed spirit masters, duplicating 
papers, offset duplicating plates, mimeo- 
graph stencils, carbon papers and inked 
ribbons of all descriptions, 


G-F Officers 


Walter Bender, 
president, General 
Fireproofing Co., 
announced the elec- 
tion of several new 
officers. E. A. Pur- 
nell, former vice 
president in charge 
of sales, was elect- 
ed first vice presi- 
dent. Alfred J. 
Ball, former gen- 
eral manager of furniture was 
elected vice president in charge of furni- 
ture sales. D. W. McClure, former gen- 
eral manager of was 
elected vice president in charge of con- 
tract sales. Announcement was also 
made of the reelection of the following 
officers: Walter Bender, president; L. B. 
McCarthy, vice president in charge of 
operations; D. K. Phillips, secretary and 
treasurer; M. F. Ogram, assistant secre- 
tary and assistant treasurer. 


E. A. Purnell 


sales, 


cortract sales, 


Wipper Promoted 
Walter A. Wip- 
per has been elect- 
ed executive 
president and gen- 
eral manager of 
Buckeye Ribbon & 
Carbon Co., it was 
announced by Frank 
M. Pollock, presi- 
dent. Mr. Wipper 
had been vice pres- 
ident and general 
sales manager of the company, having 
been transferred to Cleveland in 1951 
from New York. He has been in the 
carbon and ribbon industry for more 
than 20 years and joined Buckeye in 


vice 


Walter Wipper 


211 














FEED 
TROUBLE 





CALL YOUR 


TYPEWRITER 
DEALER 


Have him install the new Shipman- 
Ward “Goodrich” platen with Page 
End-icator and new Shipman-Ward 
Feed and Bail Rolls. 


$11.50 installed, for 11” machine 
with non-cushioned platen. 


$12.50 installed, for 11” machine 
with cushion platen. 


(Approximate exchange prices installed.) 


If not available locally, write 


SHIPMAN-WARD MFG. CO. 


325 NORTH WELLS + CHICAGO 10, ILL 








1945 as their east coast manager. He 
was elected to serve on the board of 
directors. 


Hussey Marks 30th Year 


Overseas sales - 
manager for Royal . 
Typewriter Co., J. 

C. Hussey, com- 
pleted 30 years 


| with the organiza- 


tion last month. 
He joined the com- 
pany as a_corre- 


| spondent in the for- } 
| eign department J. C. Hussey 


and from _ there 

progressed to assistant manager and then 
to vice president and managing director 
of Royal Typewriter Co., Ltd., in Can- 
ada. His present position was awarded 
him in 1944. 


G-F Promotes Wick 


Paul M. Wick has been promoted to 
manager of General Fireproofing’s Pitts- 
burgh branch, it has been announced by 
E. A. Purnell, first vice president. He 
suceceds J. R. Caldwell, with General 
Fireproofing Co. for over 40 years, who 
is retiring. Mr. Wick began with GF 
immediately after graduation from Yale 
in 1939. He worked in various depart- 
ments of the factory and then in the 
sales department as an order clerk and 
correspondent. In 1941 he entered the 
Navy. In 1946, after his discharge, he 
returned to GF as a special sales repre- 
sentative in the filing equipment divi- 
sion. In 1950 he was appointed a dis- 
trict manager and in 1952 he joined the 
Pittsburgh branch as assistant manager. 


Nathan’s 77th Year 

Celebrating its 77th year in the office 
furniture business, Chas. 8S. Nathan, Ine., 
New York, has had a true ‘‘success 


| story’’ growth. From its first store in 


1876, with only 160 ft. of floorspace, the 


| firm has grown to where it now does a 


nationwide business in the millions each 
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year. Nathan’s now houses over 30,000 
pieces of office furniture and equipment 
in its own 5-story building and in ware- 
houses in Manhattan and Jamaica, L. L, 
and a Jamaica retail branch store. Offi- 
cers of Chas. 8. Nathan, Inc., represent 
the third generation of active, continu- 
ous management: Seymour L. Nathan, 
president; Charles M. Nathan, vice presi- 
dent; Myron Nathan, chairman of the 
board. 


Reproduction Exposition 


The reproduction symposium of Ameri- 
can Chemical Society at the Palmer 
House, Chicago, Sept. 9-11, will cover 
special typing, stenciling and hectograph- 
ing; photocopying with transparent nega- 
tives and positives; microfilming, carding 
and printing; offset, xerography, and 
audio methods of handling data; punched 
cards and numerical data machines. 
Manufacturers can arrange to exhibit 


Time-Saving Utility 


ZOOMS TO NEW 
POPULARITY HIGH! 


Here’s the most convenient, most eco- 
nomical eraser in decades! Cylindrical 
stick eraser encased in attractive trans- 
parent plastic holder, is usable down 


HANDY, POCKET-CLIP STYLE | 
FOR GENERAL USE 


Red rubber for erasing 
pencil writing and car- 
bon copies. Gray rubber 
for erasing ink writing 
and typewriting. Refills. 


WELDON ROBERTS 
RUBBER CO. 
365 Sixth Ave., 
Newark 7, New Jersey Correc 
World’s Foremost 
Eraser Specialists 


their equipment and products by writing 
Prestige Expositions Co., 545 Fifth Ave., 
New York 17. 


For Codo in Pittsburgh 

Codo Mfg. Corp., Coraopolis, Pa., pro- 
ducers of carbon papers, typewriter rib- 
bons, and hectograph supplies, has ap- 
pointed Paul Speck as Pittsburgh branch 
manager. Mr, Speck, who has been sales 
representative for the past ten years, 
succeeds Francis Brice who takes over 
the duties of national sales manager. 
This promotion is in line with the com- 
pany’s 25th Anniversary expansion pro- 
gram announced earlier in the year. 


NOMDA Invites Non-Members 
Every office machine dealer in this 

country, Canada, Mexico and any others 

who may be within striking distance are 


to the last fraction of an inch! Holder 
cap unserews so eraser can be moved 
outward, Won't roll off desks. 


BRUSH-WHISK STYLE FOR TYPISTS 


(not illustrated) 


ORDER A 
TRIAL DOZEN 
TODAY FROM 

YOUR 

DEALER! 


t Mistakes in Any Language 
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For TYPEWRITERS 
TABULATING MACHINES 
ADDRESSOGRAPHS 

TIME STAMPS 
BOOKKEEPING MACHINES 
ADDING MACHINES 


FINE CARBON PAPERS 
HECTOGRAPH SUPPLIES 


Pe tls CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 


sAthg ees oe ee 





more than welcome to attend the At- 
lantic City Convention and Trade Ex- 
hibit of National Office Machine Dealers 
Assn. at the Ambassador Hotel, June 
18-20, ‘‘We want this convention to be 
known as an industrywide affair open to 
every office machine dealer everywhere,’’ 
stated Harold Steinke, general chairman. 
‘‘We want every dealer to feel wel- 
come.’’ 


C. F. Brown Retires 


Carleton F. Brown, vice president, di- 
rector, and member of the executive com- 
mittee of L. C. Smith & Corona Type- 
writers Ine., retired after 44 years as a 
principal of the company. In 1909 he 
helped organize what was later to become 
Corona Typewriter Co., of which he was 
a founder and treasurer and general 
manager. In 1926, when Corona merged 
with L. C. Smith & Bros. Typewriter, 
Inc., he was e)acted a vice president and 
director. 


Royal Branch Managers 


Announcement of three managerial ap- 
pointments was made by J. D. Farr, office 
machine and sales manager, Royal Type- 
writer Co. The San Francisco office is 
now under the managership of G. C. Pe- 
terson, formerly district manager of the 


Burroughs 


This four-color dealer display for Burroughs 
Adding Machines, contains five pieces to 
permit flexibility of arrangement. 
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cuts NOISE! 
> 


a 
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4} “ANDAL” TyPAD acts like a 
sound sponge . , absorbs 
nerve-wracking clatter and 


RITE-LINE COPYHOLDER vibration . . . reduces worker 


fatigue. A handsome decora- 


WITH THE NEW TELESCOPIC EYEGUIDE tor-fabric is inseparably 
meshed with '4-inch foamed 

Accommodates all widths of copy from a latex to make a tough, long. 
i ‘ é , a wearing cushion without ex- 
machine tape to 20 inches. Price, including cess bulk. Available in 3 


the new Telescopic Eyeguide: $1775 sizes, with dark green or gray 





fabric on green foam. 
TAX EXTRA * Another “ANDAL” 
Foam-Fabric Achievement — j265-aa ¥ 





FREE TRIAL OFFER. Write, asking us to send you 


a RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. AN Drews-ALperrer 
1025 15th Street, N. W. r 
RITE-LINE CORP. Washington 5. BD, C. COMPANY 
1168 


Home Avenue * Akron 10, Ohio 





ro 


USED, SERVICEABLE 
OFFICE FURNITURE 


for Retail Dealers Everywhere! 


$35,000 stock of used office furniture and 
desks of every description: oak, walnut, 
mahogany, flat top, secretarial. Filing 
cabinets of wood and steel, legal and 
letter sizes. Bank of England chairs and 
other styles. Tables, bookcases, lockers, 
tablet arm chairs, visible file equipment. 


ee purchase = 10 ——— - used, 

but like new condition, furniture from a 

Government Service Bureau, Banks, In- TO MEET THE 
stitutions and Utility firms; enables us Viehyand¢-Veasiic 

to offer it to dealers at wholesale prices 

you cannot afford to pass up. REQUIREMENTS 

Our price includes packing for shipment. 

We have 25,000 sq. ft. of display space. [Eline aaay DOMESTIC P 
Prompt service on all orders from one Z 
piece to a carload. Write for free catalog a 
and price list. z 


MANHATTAN OFFICE EQUIPMENT CO. 


Maurice (Carload) Kressin-General Manager 
639 New York Ave., N.W., Washington 6, D.C. 
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Spokane branch. He succeeds C. E, F. 
Russ who retired after 42 years service 
with the company. Filling the vacancy 
in Spokane is C. W. Smith, formerly head 
of the Tacoma office. A former type- 
writer salesman, J. H. Davies, has been 
promoted to the Tacoma managership 
vacated by Mr. Smith. 


Ames Manager in L.A. 


Hazen R. Ames, president, Ames Sup- 
ply Co., announces the appointment of 
Phil Chadwell as manager of the com- 
pany’s Los Angeles office. He succeeds 
Frank R. Marshall who, because of ill 
health, has been advised by his doctor 
to give up his responsibilities. Mr. Mar- 
shall will continue in an advisory capac- 
ity, health permitting. Mr. Chadwell has 
spent many years contacting dealers and 
is familiar with their problems through- 
out the territory. His work in the South- 
ern California Office Machine Dealers 


Assn. was appreciated greatly by them 
and he is well received by all who know 
him. 


Scribe Regional Managers 
Seribe Corp. 
of two regional sales managers for its 
Permoflux Scribe Tape Dictation System. 
H. S. (Bill) Fleming is sales manager 
of the eastern region. Paul Ebling is 
sales manager of the western division 
comprising seven west coast states, 


announced appointment 


Canadian Sales Manager 
Frederic D. Seandling, 
and advertising executive of Todd Co., 


sales 


veteran 
has been appointed sales manager for 
the firm’s bank supply division in Can- 
ada with headquarters at the offices of 
Todd Co. of Canada, Ltd., 98 Wellington 
St. W., Toronto. For the past several 
years he has specialized in merchandis- 
ing individualized checks for bank cus- 


RE-INKING UNNECESSARY! 





-- ON A 


Safeguard Checkwriter 


You can be assured of a clear, sharp, new ma- 
chine impression on your checks with the ex- 
clusive Safeguard feature,the economical 


THROW AWAY INK PAD! 


Anyone can easily and quickly replace ink pad. 
No machanic is necessary. 
more than typewriter ribbons and last longer. 


Safeguard Corp. 


New pads cost no 





LANSDALE, PA. 





OS, 


- FEDERAL 


FEDERAL 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL . 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


- Iwaidaid 


1wuidad 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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tomers. He was responsible for introduc- and serviced by Block & Anderson Ltd., 

ing the program into Canada on a major London, through their 17 branches 

scale. Now he will direct Canadian sales throughout the country. 

activities for Todd’s complete line of 

checks and other bank supplies. He Todd Export Executives 

joined Todd in 1930 as an assistant in Robert Costello has been appointed 

the advertising department. export manager of Todd Co., according 

to Gilbert J. Owen, vice president in 

charge of sales. George Everett, who is 

back after a lengthy illness, will devote 
The Facit LX Calculator will now his efforts to home office duties as mana- 

be assembled in Britain and distributed ger of export customer service. 


SPOT CARBONIZING 


NEW ELECTRONIC HOT WAX PROCESS! 


SPOT CARBONIZING CAN MAKE 
MONEY FOR YOU TOO! 


Absolute register, non-smudge, finest quality, works 
perfectly for any printed job or form—2 to 12 parts! Hot wax Spot Carbonizing is ideal for 
tax bills, invoices, bank checks, airline tickets, pay envelopes, gummed labels, cash statements, 
etc. Write or phone today for samples and complete money-making details. 


Assemble Facits in Britain 














SPECIAL MACHINES eer aeiitinte 


for the manufacture of Hectograph, mimeo and dupli- 
CARBON PAPERS cator ink stains removed in 30 


, seconds! Pleasant, effec- 
TYPEWRITER RIBBONS » tive! kind to hand: won't 
injure nail polish. Avail- 

DRY STENCILS able in 6 oz. tubes, '/2 Ib. 

* jars, | Ib. cans or jars. 

Dealers write for com- 


HAIDA ENGINEERING CO. plete catalog! 
34-11 Vernon Boulevard AUTOCOPY, INCORPORATED 


Long Island City 6, New York 12150 South Peoria St., Chicago 43, Illinois 
18 West 18 Street, New York 11, N. Y. 























10.C iN. 


ADDRESSING MACHINES [if t:smoptecutenes iON, — Sl 
STENCILS - Parts - Supplies ]Jewberry Engraving Lo. 
AMERICAN ADDRESSING MACHINE CORP. 801 SO. 201TH STREET - BIRMINGHAM 5, ALABAMA 


510-518 SIXTH AVE. NEW YORK 11, N. Y. America’s Largest Engraver of F e Stationery 
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BI92E Electric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
The two models shown here, the Barrett Electric B192E 
and the Barrett Hand Model B192, are designed to save 
machine hours continuously—for years to come. Both 
have many exclusive features, precisioned by Monotype. 
Dials visible at all times and all calculations are shown 
on printed proof. Special Multiply Key, as easy and 
ee; simple as adding. Transparent paper 
cutter for complete visibility. Items 

and totals up to 9,999,999.99, 


BARRETT ADDING 
MACHINE DIVISION 
Lanston Monotype Machine Company 
Twenty-fourth at Locust Street Philadelphia 3, Pa. 
B 192 Hand-Operated Printing Calculator 





ceeding Frank L. Randall. 





Elected State Regent 


Elwyn L. Smith, president, L. C. Smith 
& Corona Typewriters, Inc., was elected 
a Regent of the University of the State 
of New York by a joint meeting of the 
Assembly. The Board of 
Regents has supervision over the state’s 


Senate and 


entire system of publie elementary, see- 
ondary and higher education including 
education and licensing for practice in 


the professions. 


Microfilm for Dealers 

For the first 
dealers are offered a microfilm franchise 
by Diebold, Ine. This firm is now estab- 


time, office equipment 


lishing dealer outlets for its low-priced, 
portable Flofilm camera and reader. 


| Clary Appointments 


Robert T. Pratt, assistant sales mana 


ger, was named eastern regional sales 
manager for Clary Multiplier Corp., sue- 
The appoint- 
Hugh 


Mr. Pratt will head- 


ment has been 


L. Clary, president. 


announced by 


When Charles Woodward, auditor for radio 


| station WOWO, brought 78,000 pennies from 


listeners to Remington Rand's Fort Wayne 

branch to buy paralyzed Billy Walker a type- 

writer, Harold Smith, systems manager, de- 

cided to give Billy both the pennies and an 
electric typewriter. 
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Substantially Reduces 


NOISE 
of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years' research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your raphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 











STENCIL BOOK FILE 





Pe BOS! 3 ee 


The Smart Way to 
FILE STENCILS 
Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 
duction record sheets. Special oil-treated 
pages keep stencils moist and flat for 
future use. Prices Reduced 
50-page capacity ; 

100-page capacity 


TECHNYGRAPH CO., Techny, Hl, 
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FORCE 
NUMBERING 
MACHINE 


Fast-selling ... 
profitable . .. 
time-saving 
numbering 
machine. Write 
for price lists 
and catalog. 


WM: A. FORCE 


2}O NICMOLS AVENUE, BROOKLYN 8,N. 
SALES OFFICES NEW YORK CHICAGO, SAN FRANCISCO, CANADA 


RATE 


WILHELM DREUSICKE®CO.°: 
BERLIN SW. 68 


FRIEDRICHSTRASSE 210 








— NOW... YOU CAN MAKE ——— 


DRY Photo COPIES 
of anything typed, written, printed or drawn 
IN YOUR OWN OFFICE 
with EXACT-PHOTE-COPY 
DRY PROCESS MACHINE 
Speedy © Easy © Economical... 
Prices start at $80.00 
Write for literature on our 
wet process machines. 


dry and s 
GENERAL PHOTO PRODUCTS CO.., Inc. 
CHATHAM, NEW JERSEY 











CASH REGISTER 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST MT. PROSPECT, ftLL 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY » BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 








SAVE ON 


Write for Free Catalog 


Consolidated 


Office Supply Co. 
711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 


quarter at Linden, N. J. Peter J. Ready, 
the first adding machine salesman em- 
ployed by the company seven years ago, 
was appointed district manager in the 
southwest area. He takes over a six-state 
territory embracing dealers in South- 
ern California, Arizona, New Mexico, 
Colorado, Southern Nevada and South- 
Texas. The district had been 
handled by William Petit Jr., supervisor 
of dealer sales, for the last seven months 
following advancement of J. L. Jackson 
to western regional manager. James B. 
Collins is now Newark, N. J., branch 
manager. 


western 


Dislikes Mosler Safes 


According to Quentin Reynolds’ book, 
‘“T, Willie Sutton,’’ Mosler safes were a 
constant annoyance. Describing his un- 
successful burglary attempt on a jewelry 
Scranton, Pa., Sutton 
‘*The two safes were there just as Tate 
had said they would be, but my heart 
sank when I saw them. These were 
Mosler safes. We can never punch these 
And on a Wilkes-Barre jewelry 
job: ‘‘By 1 a.m. we were standing in the 
store and looking at its safe. My heart 
sank when I that this too was a 


store in Says: 


open.’’ 


saw 


Wood Office Furniture Institute has prepared 
a dealers’ package plan for offering cus- 
tomers a Certified Office Planning Service. 
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Mosler. Those Mosler people certainly 
make safe safes.’’ The bank robber is 
now serving a life term at Attica Prison, 
i a $e 


A. B. Dick Pacific Manager 


A. B. Dick Co. announced appointment 
of J. G. C. Creal as regional sales mana- 
ger for the Pacific Coast area. Mr. Creal 
is in his 20th year of service with A. B. 
Dick, having started as a dealer super- 
visor in 1933. Since 1948, he has been 
a district sales manager. 


N.Y. Stationery Show 

The 7th Annual New York Stationery 
Show opens May 17 at the Hotel New 
Yorker and runs six days. Addition of 
another floor has made it possible to ac- 
commodate 75 additional firms with a 
number of old exhibitors increasing their 
space. In all there will be 282 exhibitors 
on six floors. The annual dinner-daace 
will be held on the evening of May 21. 


Adler Typewriters in U.S. 


Gramont Corp., 2756 Rowena St., Los 
Angeles 39, were appointed general dis- 
tributors in the U. S. for Adler Type- 
writers, long known on the European 
market. The latest Adler standard office 
model is being released to dealers. M. 
Leishin, president of Gramont Corp., has 
been long active in the American office 
machine industry and was sales manager 
of Woodstock Typewriter Co. 


Royal Portable Reps 


Six additions have been made to the 
Royal Typewriter Co. staff of district 
portable representatives, it was an- 
nounced by portable sales manager, W. 
H. Beckwith. H. M. Pitcher has been 
appointed district representative for the 
portable division in the Gulf Coast terri- 
tory with headquarters in New Orleans. 
Marvin Nelson will handle the Missis 
sippi Valley territory with headquarters 
at St. Louis. Royal has opened an ad- 





FOR PEAK PERFORMANCE 
IN BUSINESS MACHINES 


Thorough dependability, efficient operation and long 
life are motor qualities you know to be essential for top 
performance in business machines. Thirty-seven years’ 
motor building experience has made these qualities 
standard in Lamb Electric Motors. 

The Lamb Electric Company ¢ Kent, Ohio 


In Canada: Lamb Electric—Division of Sangamo Company Ltd.—Leaside, Ontario 


Electiic 


SPECIAL APPLICATION MOTORS 


FRACTIONAL HORSEPOWER 
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C-THRU pes 


the Quality Line of @ J} Sud 
STURDY, TRANSPARENT ae 
PLASTIC oe , 


T-SQUARES 
PROTRACTORS and 
OTHER RULING, 
DRAWING and 
COMPUTING DEVICES 
Write for Free Catalog SIGNALS 


C-THRU RULER CO. and MAPTACKS 


Hortéune (Geun. U.S. A. SEE YOUR OFFICE SUPPLY DEALER 


George B. Graff Co., Cambridge 40, Mass 








ADDRESSING MACHINES 


EQUIPMENT-SUPPLIES-PARTS 


REBUILT ADDRESSOGRAPH 
ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE... 
BUY and SELL Plates, frames, 
trays, cabinets, tabs, ribbons, 
speedaumats. Our large stencil 
embossing dept. gives fast, 
accurate service. 


REBUILT ELLIOTTS 


ALL MODELS 
HAND & ELECTRIC 


WE MANUFACTURE... 
BUY and SELL Fibre sten- 
cils, tong & short trays, 
cabinets, liquid & paste ink. 
Also Smith Stencil type- 
% ADJUSTO-SWING fits most desks, wood or writers. 

metal, Easily attached. 
% Adjustable to proper height. WRITE FORINFORMATION, PRICES & CIRCULAR 
% Converts flat top to Steno desks. Dept. 26-0, 40 W. 15th St., N. Y. 11, N. Y. 
% Insures your machines against tipping over. 


Adjuste-Swing Ofice Machine stonds. co. FUTNIUANMS UUM UOO 
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ditional territory in Southern California 
and, under the guidance of royal port- 
able representative R. E. Elkins, R. L. 
Taylor will handle this territory. William 
C. Kunkle has been assigned to cover 


Western Pennsylvania and portions of | 
veteran | 
Spitz takes over as | 
portable representative in the Carolinas, | 


Ohio and 
employee, 


West Virginia. <A 
Robert 


portions of Georgia and Virginia with 
headquarters at Columbia, 8S. C. 
supervision of George C. Witzel, midwest 
portable regional manager, Carl W. Law 
ler takes over as portable district repre- 
sentative to handle the Chicago territory. 


R & R Dallas Plant 


R. H. Grant Jr., president, Reynolds & | 
Reynolds Co., announced opening of a | 


Dallas to service five 


Oklahoma, 


new plant in 
states: Texas, 
equipped with complete 
facilities and will be staffed by experi- 


enced personnel, headed by Don E. Gross | 


of the Dayton plant. This is part of a 
continuing sales expansion program. 


Changes Company Name 


A change of company name to Apsco | 
Products Ine. was voted by the board of | 


directors of Automatie Pencil Sharpener 


Co. ‘‘This change was necessary,’’ A. | 


D. Farrell, vice president in charge of 
sales said, ‘‘to more adequately describe 
our present activities which include the 


manufacture and distribution of many | 


products other than the original pencil 
sharpener line.’’ 


SoundScriber Distributor 
R. W. 


general 


Davidson, vice president and 
sales manager, SoundScriber 


Corp., announced appointment of Capitol | 
Office Equipment Co. to distribute the | 
company’s products in the Sacramento | 


Edward J. Newman and LaVerne 
Rowland are partners in this distribu- 
torship. 


area. 


WHEN YOU CHANGE YOUR ADDRESS 
always indicate both old and new addresses. 
Failure to do this may cause you to miss a 
copy of the magazine. 
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Louisiana, | 
Arkansas and New Mexico. The plant is | 
manufacturing 


Get 


PROFESSIONAL 
QuALITY RUNS 


for YOUR 
office forms 


MAXIMUM SHARPNESS 
and clarity of copy 


MINIMUM PENETRATION & OFFSET 


eC guy 


No price premium 

for premium quality! 

@ Finest quality homogenized oil 
base ink. 

@ Laboratory controlled for use in 
any climate, on open or closed 
cylinders. 

e@ Will not destroy stencils, clog 
cylinder or pad. 

@ Sold in pound or half-pound 
cans. 

Write today for name of nearest jobber! 


INK SPECIALTIES CO., INC. 


523 N HALSTED $T., CHICAGO 272, ILL 
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Office Thinking 


ATELY we have been hearing 
a lot more about mechanical 
‘“*brains’’ than we have about 
the human variety, so the 
article on page 95 in this issue 
should prove interesting to those 
who have not yet relegated all their 
thinking to a machine. This article 
is unique in that it presents a man- 
agement engineer systematizing his 
own thinking on a management sub- 


ject. By putting down on paper his 
pattern for thinking, he aids his 


work and follows a management 
principle. The technique is not as 
widely used or as well perfected, 
perhaps, as is the graphic presenta- 
tion of how a machine ‘‘thinks’’ or 
other how-to-do-it directions, but it 
is far more important. However 
marvelous the machine, it is es- 
sentially a product of human think- 
ing and its operation will always de- 
pend to considerable extent on ad- 
ditional human thinking. For that 
reason, it would be well to continue 
our efforts to teach humans to think. 

It is a policy of this publication to 
induce readers to better thinking 
while showing them the newest 
available products of man’s think- 


226 


ing in the form of office machinery 
and equipment. At no time have we 
ever published an article which we 
thought would be the last word on 
any subject. Today’s most advaneed 
equipment and management’s best 
current ideas will be, we trust, soon 
outmoded by better equipment and 
better ideas. Recognition of this, 
plus the obligation to keep the office 
operating efficiently today, next 
week and next year, makes manage- 
ment jobs difficult but interesting 
and challenging to those who have 
trained themselves to think. You 
bet it’s a big order, but consider the 
results already achieved and the un- 
limited ones ahead. We then realize 
how every advance tends to raise 
the dignity of man another step. Is 
there any more important goal for 
human endeavor ? 

So let us continue to think and 
make every effort to get others to do 
more thinking. It is significant that 
a leading manufacturer of mechani- 
eal ‘‘brains’’ has not abandoned his 
policy of producing and distribut- 
ing those small signs containing the 
one word, ‘‘ Think.’’ While this eom- 
pany is doing its best to relieve peo- 
ple from as much mental drudgery as 
possible, it realizes that there never 
will be a substitute for the kind of 
thinking of which intelligent people 
are capable. We do not necessarily 
mean the genius type. Everyone 
knows enough about something to 
do a better job for himself and for 
others if he will just allow his brain 
this exercise. It’s a dual job: to 
develop better thinkers for the office 
—both human and mechanieal. 
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In order-billing, it’s the rewrit- 
ing and retyping that cause the 
wasteful errors, that add up the 
costly salaried time, and slow 
up the entire operation. Stop 
all that! Cut costs, speed rou- 
tines, please customers, get it 
done quicker, and right the first 
time! 

The DITTO® idea is ex- 
plained at the left. It adapts to 
any company’s present routines. 
Mail the coupon, get the Idea 
Folder on Order-Billing and 
other DITTO One-Writing 
error-free speed-systems! 


GET THIS 
IDEA FOLDER! 


| DITTO, incorporated, 638 Se. Oakley Bivd., Chicago 12, tll 
4 Gentlemen: At no cost or obligation to me please send me your 
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When you've got to 
e 
figure on speed 





and make a 
record, too 





Use an Underwood Sundstrand 
Printing Calculator 





Want to come in first with figure-facts...and have a record to show for it? 
Here’s your winner! It’s the Underwood Sundstrand Automatic Printing 
Calculator...which does the work of two different machines. 


1... It’s a general-purpose . .. multi-purpose machine which adds... 
6 subtracts ... multiplies . . . divides. 


2...It makes a two-color printed record of every operation. 
And as an extra plus... it provides the Automatic Credit Balance. 

It makes it possible for an operator to change quickly from one type of cal- 
culation to another ... without changing machines! 

And how easy it is for even untrained help to operate it! All of its various 
functions are performed with only 10 numeral keys, all grouped under the 
fingers of one hand. Work is speeded, fatigue reduced, errors cut. 

More good news! The new Underwood Sundstrand Printing Calculator 
goes to work for so little money! Get a demonstration or full particulars today, 


Underwood Corporation 

Adding Machines . . . Accounting Machines . . . 

Typewriters . .. Carbon Paper . . . Ribbons 

One Park Avenue, New York 16, N. Y. 

Underwood Limited Toronto 1, Canada cone tana 
Sales and Service Everywhere « 





